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PART I. GENERAL 


As set forth in NCR-202 certain work in connection with the 1938 

_ Agricultural Conservation Program must be done in the fall of 1937 
if that program is to be effective in achieving its objectives. It is 
deemed advisable, wherever possible, that the work which must be 
done in the fall of 1937 for the 1938 program be done by 1938 com- 
-mitteemen. Because of weather conditions in some States and counties 
it was necessary to proceed with the work which must be done in 
the fall of 1937 for the 1938 program before commencing with the 
election of 1938 committeemen. In order that educational and or- 
' ganization material may be presented, district or county meetings 
should be held as soon as possible after October 29, 1937. The district 
or county meetings will be arranged for by the State agricultural 
conservation committee and members of the Extension Service. At 
the district or county meetings material concerning the background 
of the 1938 program will be presented, as well as material pertaining 
to other programs. The organization of county agricultural conserva- 
tion associations for 1938 and election of committeemen for 1938 
also will be discussed at these district meetings. As soon as possible 
after the district or county meetings, community meetings will be 
held. At the community meetings material discussed at the district 

_ or county meeting will be presented, and thereafter community elec- 
tions will be held. After the community elections, county election 
and organization meetings will be held. At these county meetings 
officers for 1938 will be elected, articles of association adopted, and 
other business of the associations transacted. Every effort should be 
made to complete both county and community election meetings by 
- November 24, 1987. 


; 


PART II. BOUNDARIES 


_County.—In most instances the county boundaries will determine 
the boundaries of an association. However, upon recommendation 
_ by the State committee and approval in advance by the Director of 
_ the North Central Division, a county may have two associations or 
two or more counties may have one association. 
_ ,Community.—Community boundaries shall be determined upon 
the basis of minor civil divisions, provided, that upon recommenda- 
: tion by the State committee and approval by the Director of the 
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North Central Division, a community may include a combination of 
the bona fide farming areas of one or more civil divisions or parts 
thereof, 


PART III. COMMUNITY EDUCATIONAL AND ELECTION MEETINGS 


Educational.—Immediately following the district or county educa- 


tional meetings, the county committee and the county agent should 


arrange for and schedule a series of community educational .and 
election meetings. One of these meetings should be held in each 
community. Meetings should be scheduled in such a manner that a 
county committeeman or the county agent will attend each com- 
munity meeting. The place and date of the community meetings 
should be given’ full publicity. The chairman of the community 
committee for 1937 should act as chairman of the meeting. | - 

All available educational material pertaining to the 1938 Agricul- 
tural Conservation Program should be presented and in counties 
where Forms NCR-203 have not been executed the procedure set 
forth in NCR-202 should be explained. Any information which is 
available concerning other programs which will affect the county 
should also be discussed at the community meeting. After the pres- 
entation and discussion of the educational material the election of 
community committeemen for 1938 will be held. 

Eligibility—Immediately following the presentation and discus- 
sion of the educational material for the 1938 program, the appli- 
cations for membership, forms NCR-205, should be distributed for 
execution to those present. Any person who, in connection with 
farming operations in 1938 on a farm located in the county, is 
entitled to receive all or a share of the crops produced thereon, or 
the proceeds thereof, or any person who owns a farm located in the 
county field-rented to others for cash, or any person who will operate 
range land in 1938 in the county, shall be eligible for membership in a 
county agricultural conservation association for 1938, 

Any person who is eligible for membership and who signs a proper 
application for membership, form NCR-205, shall be eligible to vote 
at the community election meeting, provided the farm owned or 
operated or the range land operated by such person is located in the 
community for which the community election meeting is held. Hach 
member of the association shall be entitled to only one vote. Any 
person who owns or operates farms or operates range land in more 
than one community will be permitted to vote at only one community 
meeting, and must vote in a community in which he owns or operates 
a farm, or operates range land. Voting by proxy will not be per- 
mitted. After forms NCR-205 have been completed and filed with 
the community committee the election of community committeemen 
shall be held. 

Qualifications.—Persons nominated for the office of committeemen 
or for alternate committeemen must be bona fide farmers or range 
land operators, who are members of the association and who secure 
the major part of their income from farms which they own ‘or 
operate or ranching units which they operate within the community. 
‘They must be bona fide residents of the communities electing them to 
membership on the community committee. Only persons who are 
favorable to the general principles of agricultural programs should 
be elected to serve as committeemen. 


aa 


forth in article II of NCR—208. 
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The tenure of office of any county or community committeeman, 
or officer who is required to be a member of the association, shall 
terminate when it becomes evident that he cannot qualify for a pay- 


ment in the county in connection with the 1938 program or pursuant 


to the 1938 sugar program under the Sugar Act of 1937, or when he 
ceases to be a bona fide resident of the county or of the community for 
which he was elected as committeeman. No person who holds, or who 
becomes a candidate for a county, State, or Federal office, regularly 
filled by an election held pursuant to law, or who is an officer, man- 
ager, or employee of any political party or partisan organization, is 
eligible to serve as a county committeeman, community committee- 
man, secretary, treasurer, secretary-treasurer or employee of the 
Association, and the tenure of office of such committeeman, officer, or 
employee shall be automatically terminated and a vacancy shall exist 
when such ‘person becomes a candidate for or accepts such a political 


or partisan position. The office, clerical, mailing or other facilities 


of the association shall not be used for political purposes, nor shall 
they be used in any way to support or assist any political candidate, 
party, or partisan movement or for any other purpose than those set 


Election of Chairman of Community Committee.—Nomination 
for the office of community committee chairman shall be made by 
written ballot and the three persons receiving the highest total num- 
ber of votes on such nominating ballot shall be declared nominated. 
A. ballot should next be taken for the election of chairman, and if 
one of the three nominees receives more than one-half of all votes 
cast he shall be declared elected. In the event that no nominee re- 
ceives more than one-half of all votes cast, a third ballot shall be 
taken on the two candidates receiving the highest total number of 
votes, and the person then receiving the majority of votes shall be 
declared elected. The acting chairman shall then turn the meeting 
over to the newly elected chairman. The newly elected chairman of 
the community committee shall be a member of the board of di- 
rectors of the 1938 county association. 

Election of Members of Community Committee.—The procedure 
used for the nomination and election of the chairman shall also be 
followed in the nomination and election of the second member (who 
shall serve as vice chairman), the third member, and a first alternate 
member and a second alternate member of the community committee. 
Communities covering an unusually large territory or affected by 
other special conditions may, upon recommendation by the State 
committee and approval by the Director of the North Central Divi- 
sion, elect not to exceed two additional members of the community 
committee, 

The first alternate community committeeman shall serve in the 
absence or inability to serve of any regular member of the com- 


mittee or when instructed to serve by the Director of the North Cen- 


tral Division. The second alternate community committeeman shall 
serve in the absence or inability to serve of any regular member of 
the committee and of the first alternate at the same time or when 
instructed to serve by the Director of the North Central Division. 


. 
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Immediately following completion of the election of committee- 
men, there should be prepared three copies of the Minutes of the 
Community Election Meeting, NCR-206. The newly elected chair- 
man shall certify all three copies of this form and retain them for 
presentation at the county election meeting where he will represent 
the community as a member of the county association’s board of 
directors. 4 


PART IV. COUNTY ELECTION AND ORGANIZATION MEETING 


Order of Business.—At the meeting of the association directors: 
held immediately following the community election meetings, the 
Articles of Association, as Amended, of County Agricultural Conser- 
vation Association, NCR-208, should be read and adopted, and the 
order of business set forth in article VII should be followed. Duties 
of all officers and committeemen are set forth in article VI of the 
Articles of Association, as Amended. 

The nomination and election of county committeemen, alternate 
committeemen, and officers of the county agricultural conservation 
association should be held according to the procedure prescribed 
herein for the nomination and election of community committeemen. 
If practicable, the board of directors should elect county committee- 
men who will provide fair representation for the various sections of | 
the county, in order that varying agricultural interests and view- | 
points may be represented. 

President.—First, the board shall elect the president of the county 
association. The person elected shall preside at all meetings of the 
board of directors and also shall serve as chairman of the county 
committee. Such person should be familiar with agricultural con- 
ditions in the county, should have well-defined qualities of leader- 
ship, and should be able to devote a considerable portion of his time 
to the program. 

Vice President.—The vice president, who should have the same 
general qualifications as the president, will be elected next. The vice 
president will serve as a regular member of the county committee, 
and will serve, respectively, as acting chairman of the county com- 
mittee and acting president of the county association in the absence 
of the regular chairman and president, as the case may be. 

Members of the County Committee.—Since the county committee 
will consist of one member in addition to the president and vice 
president of the association, the board shall next elect the third mem- 
ber. Thereafter a first alternate member of the county committee 
shall be elected and thereafter a second alternate member of the 
county committee shall be elected. The first alternate county com- 
mitteeman shall serve in the absence of any regular member of the 
committee or when any regular member is unable to serve or when 
instructed to serve by the Director of the North Central Division. 
The second alternate county committeeman shall serve in the absence 
of a regular member of the committee and of the first alternate at | 
the same time or when instructed to serve by the Director of the | 
North Central Division. y 

Secretary—The board shall elect, or may authorize the county 
committee to select, as secretary a person who has a general knowl- | 
edge of farming practices and who has business or secretarial ability. 


| 
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The person elected as secretary is not required to be a member of 
the association. 

Treasurer.—The board shall elect, or may authorize the county 
committee to select, as treasurer a person who is trustworthy and 
efficient, and if practicable, a person who resides near the head- 
quarters of the association. The person elected as treasurer is not 
required to be a member of the association. 

It is recommended, wherever practicable, that the office of secre- 
tary and the office of treasurer be combined into one office of secre- 
tary-treasurer. In no instance shall the county agricultural agent, 
assistant county agent, emergency county agent, or any employee of 
any county agent be elected or selected as treasurer or as secretary- 
treasurer. 

Immediately after the election meeting of the board, all county 
committeemen and officers shall, upon acceptance of the offices to 
which they have been elected, assume the duties of such offices. 
However, the person elected or selected as treasurer or secretary- 
treasurer shall not qualify for the office of treasurer until a bond, 
as prescribed by the Director of the North Central Division, has 
been filed and approved by or on behalf of the Secretary of Agricul- 
ture. Any person elected or selected as secretary-treasurer shall be 
eligible to assume the office of secretary immediately upon his elec- 
tion or selection, even though his bond as treasurer has not been 
approved. 

The president of the county association shall, when advised by 
the State committee, designate a member of the county committee to 
give particular attention to one or more of the following activities, in 
those counties where such work is to be undertaken: 


1. Range program. 

2. Commodity loan programs. 

3. Program under the 1937 Sugar Act. 

4. Cotton price adjustment programs. 

5. Any other special program or activity to be carried on with 
the assistance of the county agricultural conservation 
association. 


Transmittal of Organization Forms.—Immediately after the 
election meeting of the board of directors, the person elected as secre- 
tary of the association shall transmit to the State committee the 
) following organization records: 


1. Form NCR-206, Minutes of Community Election Meeting 
for each community, original and first copy. 

2. Form NCR-207, Report of Election Meeting of Board of 
Directors, original and first copy. 

3. Minutes of the meeting of the board of directors taken by 
the secretary, original and first copy. 

4, Form NCR-208, Articles of Association of County Agricul- 
tural Conservation Association, as Amended, original and 
first copy. 

The State committee will transmit to the Director of the North 
Central Division the original of each of the foregoing organization 
records. 
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[SUPPLEMENT Pest eas | 
NCR-204, issued November 1, 1937, is hereby amended as follows: 


1. NCR-204, Part III, page 2, the first paragraph immediately fol- 
| lowing the word “Educational” is amended to read as follows: 


_ Immediately following the district or county educational meetings 
| the county committee and the county agent should arrange for and 
| schedule a series of community educational and election meetings. 
| One of these meetings should be held in each community. Meetings 
| should be scheduled in such a manner that a county committeeman 
| or the county agent will attend each community meeting. The place 
| and date of the community meetings should be given full publicity. 
| A written notice fully describing the nature and date of such meeting 
| should be prepared and sent to all persons who are eligible to attend 
such meeting. Such written notice must be mailed at least 7 days 
prior to the time of the meeting. In addition to such written notice 
any other reasonable means should be taken to give notice of such 
meeting. Such other notice may be in the form of news items in local 
newspapers, the posting of notices in prominent places, word of 
| mouth, and radio. The chairman of the community committee for 
1937 should act as chairman of the meeting. 


| 2.N CR-204, Part IV, page 5, the paragraph immediately following 
Fr the word “Treasurer” is amended by adding at the end thereof 
the following: 


| No person will be eligible to serve as treasurer of any county asso- 
| ciation if such person holds any other office in such association other 
than the office of secretary, unless the State committee deems it to be 
for the best interests of the association. Wherever any person who is 
' elected or selected to serve as treasurer holds any other office in the 
| association other than secretary, a written request must be made to the 
| State committee by the county committee asking the State committee 
| to approve the election or selection of such person as treasurer. The 
| State committee will either approve or disapprove such request in 
| writing. If such request is approved the person elected or selected as 
treasurer shall not qualify for the office of treasurer until a bond, as 
prescribed by the director of the North Central Division, has been filed 
and approved by or on behalf of the Secretary of Agriculture. If 
_ such request is disapproved, the county committee must elect or select 
| another person to serve as treasurer. The original copy of the ap- 
| proval or disapproval herein referred to shall be filed with the county 
| association and a copy forwarded to the Division in Washington. 
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3. NCR-204, Part IV, page 5, the third paragraph immediately 
following the word “Treasurer” is amended by adding at the 
end thereof the following: 


If the person elected or selected as treasurer for 1938 was also the 
treasurer for 1987, no new bond need be executed for such person if 
the same surety company is selected, since any previous bond executed 
continues in effect until it is terminated. In such cases no notice of © 
continuation is necessary from either the association or the surety 
company. The annual premium on such bond should be paid 
promptly when due. 


4, NCR-204 is amended by the addition, immediately following Part — 
IV, of the following new Parts V, VI, VIL, and VIII: 


PART V. APPLICATIONS FOR BONDS, BONDS, AND RIDERS TO BONDS 


Application for Bond, Form ACP-56.—As soon as the county com- © 


mittee has determined the surety company with whom the person 
elected or selected as the new treasurer will execute a bond, such person 


will execute an application for such bond on ACP-56. Form ACP-56 4 


is the only application for a bond which should be executed by such © 
treasurer. Application for bond forms furnished by surety companies 
should not be executed by the person elected or selected as the new 
treasurer. ACP-56 should not be executed if the person elected or — 
selected as treasurer was the previous treasurer and his existing bond | 
is to be continued. 

It is advisable that the application for such bond be made to an 
agent of a surety company who has on file with the Treasury De- 
aca in Washington, D. C., an authorization to execute such 


ond. Where such authorization is not on file it will be necessary ~ : 


for the North Central Division to see that there is procured the 
ratification of the surety company before the bond can be approved. 


(1) Preparation of ACP-56: 

a. Prepare in duplicate (original and one copy). 

6. Enter in the upper right-hand corner in the blank spaces 
following the words “County” and “State,” the name of the 
county and State in which the association is located. If — 
the association covers more than one county, all counties © 
SaRen in the association shall be entered in alphabetical — 
order. 

ce. Enter in the blank space in the first line immediately follow-— 
ing the words “To the,” name of the surety company with — 
whom the bond is to be executed. ‘ 

d. Enter in the blank spaces in the second and third lines the 
complete home office mailing address of the surety com- 
pany with whom the bond is to be executed. . 

e. Enter in the first blank space in the sixth line immediately 
following the words “effect on the,” the day of the month on 


which the related ACP-15 will be executed. Enter in the © 


second blank space in the sixth line immediately follow- 
ing the words “day of,” the month in which the related 
ACP-15 will be executed. Enter as a figure in the third 
blank space in the sixth line immediately following “198 ” 
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the last figure of the year in which the related ACP-15 
will be executed. 

f. Enter in words in the first blank space in the seventh line 
immediately preceding the word “dollars,” the penal amount 
in which the related ACP-15 will be executed. Such penal 
amount shall in no case be less than the minimum penal 
amount prescribed by the North Central Division and the 
State committee. Where a bond in a larger penal amount 
is desired by a county association such larger amount, shall, 
with the approval of the State committee, constitute the 
en amount of the bond. Enter in figures in the second 

lank space in the seventh line immediately following the 
dollar sign ($), the penal amount of the bond. 

g. The treasurer should sign his name in the blank space in 
the eighteenth line provided for the signature of the ap- 
plicant. In signing his name, the treasurer must use his 
correct given name, middle initial, and surname. The 
given name should not be abbreviated, but should be spelled 
out in full. If the treasurer customarily uses his given 
name preceded by an initial, the name signed in such form 
will be satisfactory. If the treasurer has no middle initial, 
a signed memorandum to that effect must be attached to 
ACP-56. If the treasurer is a married woman she should 
sign her given name, middle initial, if any, and present 
surname. The given name of her husband preceded by 
“Mrs.” should not be used. 

h. Enter in the space immediately to the right of the signature 
of the applicant the date on which ACP-56 is signed by 
the applicant. 

z. Enter in the blank space in the nineteenth line immediately 
following the words “Applicant’s name,” the typed name 
of the applicant, using the exact form, spelling, and initial 
as used by the applicant in his signature in line eighteen. 

j. Enter in the blank space in the twentieth line immediately 
following the words “Applicant’s home address,” the mail- 
ing address at which the applicant receives mail at his 
home. 

k. Enter in the blank space in the twenty-second line imme- 
diately following the word “treasurer,” and in the blank 
space in the twenty-third line, the business address of the 
county association of which the applicant is treasurer. 

l. The president of the association should sign his name in the 
blank space in the twenty-fifth line provided for the signa- 
ture of the president. After the president of the association 
has affixed his signature, he should enter the date of such 
signature in the blank space in the twenty-fifth line 
provided for the date of such signature. 


| (2) Distribution of ACP-56: 
| a. The original should be forwarded to the surety representative 
. with whom the bond is to be executed. 
b. The copy should be retained in the files of the county 
association. 
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Bond of Treasurer, Form ACP-15.—Each person who was elected 
or selected as a treasurer of an association must execute a bond with 
an approved surety company. The penal amount of such bond must ~ 
be at least in the minimum penal amount prescribed by the North —) 
Central Division and the State committee. Where a bond in a larger 
penal amount is desired by a county association, such larger amount 
shall, with the approval of the State committee, constitute the penal ~ 
amount of the bond. Before such person can assume the duties 
of treasurer, the bond of such newly elected treasurer must be 
approved by, or on behalf of, the Secretary of Agriculture. 

It is advisable that the bond be executed with an agent of a surety 
company who has on file with the Treasury Department in Wash- ~ 
ington, D. C., an authorization to execute such bond. Where such ~ 
authorization is not on file, it will be necessary for the North Central © 
Division to see that there is procured the ratification of the surety | 
company before the bond can be approved. 


(1) Preparation of ACP-15.—Only Forms ACP-15 supplied to the | 
State committee by the North Central Division should be used. | 


a. Prepare in quadruplicate (original and three copies). 

b. Enter in the upper right-hand corner in the blank spaces 
immediately following the words “county” and “State,” the | 
name of the county and State in which the association 1s 
located. If the association covers more than one county, 
all counties included in the association shall be listed in 
alphabetical order. 

ce. Enter in the blank space in the first line immediately follow- 
ing the word “We,” the name of the treasurer of the asso- 
ciation. Type the correct given name, the middle initial, 
if any, and surname of the newly elected treasurer. The 
given name should not be abbreviated, and must be spelled 
out in full. If the treasurer customarily uses his given | 
name preceded by an initial, the name in such form will | 
be satisfactory. If the treasurer has no middle name, a | 
signed memorandum to that effect must be attached to ~ 
ACP-15. If the treasurer is a married woman she should 
sign her given name, middle initial, if any, and present 
surname. The given name of her husband preceded by 
“Mrs.” should never be used. { 

d. Enter in the blank space in the second line immediately fol- 
lowing the word “of” the name of the State in which the 
county association is located. 

e. Enter in the blank space in the second line immediately fol- 
lowing the word “and,” and in the blank space in the third 
line immediately preceding the words “as surety,” the name 
of the surety company with whom the bond is being exe- 
cuted. 

f. Enter in the blank space in the fourth line immediately fol- 
lowing the word “of,” the name of the association. 4 

g. Enter in the blank space in the fifth line immediately fol- 
lowing the word “of,” the name of the State in which the 
association is located. 

h. Enter in words in the blank space in the seventh line, the 
penal amount of the bond. 
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z. Enter in figures in the blank space in the eighth line im- 
mediately following the dollar sign ($), the penal amount 
of the bond. 

j. Enter in the first blank space in the twelfth line, immediately 
following the word “this,” the day of the month on which 
ACP-15 is executed. Enter in the second blank space in 
the twelfth line immediately following the word “of” the 
month in which ACP-15 is executed. 

k. Enter in words in the blank space in the thirteenth line im- 
mediately following the word “thirty” the last figure of the 
year in which ACP-15 is executed. 

l. The newly elected treasurer of the association shall sign in 
the space provided for the signature of the principal, and 
the representative of the surety company, and the president 
of the association shall affix their signatures in the spaces 
ana therefor. The newly elected treasurer must affix 
his signature exactly the same as his name is typed in the 
first line of ACP-15. 

m. The signature of the principal (the treasurer) must be wit- 
nessed by two parties and the corporate seal of the surety 
company must be affixed in the space provided therefor. 

m. Enter in the blank space immediately following the words 
“Conservation Association of” beneath the line for the sig- 
nature of the president the name of the county in which the 
association is located. If the association covers more than 
one county, all counties included in the association shall be 
entered in alphabetical order. Enter in the next line in the 
first blank space the day of the month and the month in 
which ACP-15 is executed. Enter on the same line as 
a figure in the second blank space immediately follow- 
ing “193 ” the last figure of the year in which ACP-15 is 
executed. 

o. Enter in figures on the next line in the blank space immedi- 
ately following the dollar sign ($), the rate of the premium 
per thousand. 

p. Enter in figures on the next line in the blank space immedi- 
ately following the dollar sign ($), the total amount of the 
premium. 


Distribution of ACP-15: 


a. The original and first copy should be forwarded to the State 
committee, 

6. The second copy should be delivered to the surety company 
or a representative thereof after the county committee has 
received notice of approval of such bond on ACP-48. If 
a copy of the executed ACP-15 was delivered to the surety 
representative and an ACP-48 is not received for such bond 
because such bond as submitted cannot be approved and a 
new bond must be executed, the copy of ACP-15 delivered 
to the surety company or a representative thereof should be 
recovered from the surety company and thereafter de- 
stroyed before a new bond is executed. 

c. The third copy should be retained in the files of the county 
association. 
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(3) Examination and Approval of ACP-15: 


a. ACP-15 will be examined in the office of the State committee 
to determine whether it was prepared in accordance with 
the instructions contained herein and that no changes or — 
erasures were made thereon. If any changes or erasures 7) 
were made thereon, the office of the State committee will )) 
return the ACP-15 to the county office for reexecution. If 
the office of the State committee determines that ACP-15 
has been properly executed and otherwise approves such 
bond, it will forward the original of such bond to the North 
Central Division for approval by or on behalf of the Sec- 
retary. 

b. If the bond is approved by or on behalf of the Secretary, the 
original and one copy of ACP-48, Notice of Approval of 
Bond, will be mailed to the office of the State committee. 
The office of the State committee will mail the original of 
ACP-48 to the county committee. Upon receipt by the 
county committee of ACP-48 the treasurer should assume 
the duties of his office. Any person elected or selected as 
treasurer shall not assume the duties of his office until a 
bond on ACP-15 has been executed and ACP-48 is received —| 
for such bond, or he is advised by the State committee to 
assume the duties of his office. : 


Rider 1 to Form ACP-15.—Rider 1 to Form ACP-15 is for the | 
purpose of increasing the penal amount of an existing bond. When- 
ever the penal amount of any bond is to be increased Rider 1 to” 
Form ACP-15 should be executed. 


(1) Preparation of Rider 1 to Form ACP-15: 


a. Prepare in quadruplicate (original and three copies). 

bd. Enter in the upper right-hand corner the word “County” and 
immediately thereafter enter the name of the county in 
which the association is located. If the association covers 
more than one county, all counties included in the associa- 
tion shall be listed in alphabetical order. Enter immedi- 
ately below the word “County” the word “State” and im- 
mediately thereafter enter the name of the State in which 
the association is located. 

c. Enter in the blank space in the first line immediately follow- 
ing the word “of” the name of the association. 

d. Enter in the blank space in the second line immediately fol- 
lowing the words “Surety Company” the name of the surety 
company that executed the original bond as surety. 

e. Enter in the first blank space in the third line immediately 
following the word “Principal” the name of the treasurer 
of the association. The name of the treasurer should be 


mitted, the name of the treasurer should be typed exactly as 
it appears on Rider No. 3 to Form ‘ACP-15, 1 
ately following the word “to.” 


eee 
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f. Enter in figures in the second blank space in the third line 
immediately following the dollar sign ($), the penal 
amount entered on the related ACP -15. 

g. Enter in the blank space in the fourth line immediately fol- 
lowing the word “Obligee” the name of the association as 
it appears on the related ACP-15. 

h. Enter in the first blank space in the sixth line immediately 
following the words “As of” the month and the day of the 
month on which the increased coverage is to become effec- 
tive. Enter as a figure in the second blank space in the 
sixth line immediately following “193 ” the last figure of 
the year in which the increased coverage is to become effec- 
tive. 

i. Enter in figures in the first blank space in the seventh line 
immediately following the first dollar sign ($), the penal 
amount originally shown on the related ACP-15. 

4. Enter in figures in the second blank space in the seventh line 
immediately following the second dollar sign ($), the total 
increased penal amount of the bond. The amount of any 
increase must be in multiples of $500.00. 

k. The treasurer of the association shall affix his signature in 
the space provided for the signature of the principal, and 
the representative of the surety company and the president 
of the association shall sign in the spaces provided for their 
signatures. The treasurer must affix his signature exactly 
the same as his name is typed in the second line of Rider 1 
to Form ACP-15. 

J. The signature of the principal (the treasurer) must be wit- 
nessed by two parties and the corporate seal of the surety 
company must be affixed in the space provided therefor. 

m. Enter in the blank space immediately following the words 
“Conservation Association of ” beneath the line for the sig- 
nature of the president the name of the county in aie 
the association is located. If the association covers more 
than one county all counties included in the association 
shall be entered in alphabetical order. Enter in the next 
line in the first blank space the day of the month and the 
month in which Rider 1 to Form ACP-15 is executed. 
Enter on the same line as a figure in the second blank 
space immediately following “193 ” the last figure of the 
year in which Rider 1 to Form ACP-15 is executed. 

m. Enter in figures on the next line in the blank space imme- 
diately following the dollar sign ($), the rate of the pre- 
mium per thousand. 

o. Enter in figures on the next line in the blank space imme- 
diately following the dollar sign ($), the total amount of 
the premium. 


(2) Distribution of Rider 1 to Form ACP-15: 


a. The original and first copy should be forwarded to the State 
committee. 

b. The second copy should be delivered to the surety company 
or a representative thereof after the county committee has 
received notice of appreval of such rider on ACP-49. Ifa 
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copy of the executed Rider 1 to Form ACP-15 was deliv- 
ered to the surety representative and an ACP-49 is not | 
received for such rider because such rider as submitted — 
cannot be approved and a new bond or rider must be exe- 
cuted, the copy of Rider 1 to Form ACP-15 delivered to 
the surety company or a representative thereof, should be 
recovered from the surety company and thereafter destroyed 
_ before a new rider is executed. 

c. The third copy should be retained in the files of the county 

association. 


(3) Examination and Approval of Rider 1 to Form ACP-15: 


a. Rider 1 to Form ACP-15 will be examined in the office of the 
State committee to determine whether it was prepared in 
accordance with the instructions contained herein and that — | 
no changes or erasures were made thereon. If any changes — 
or erasures were made thereon, the office of the State com- 
mittee will return Rider 1 to Form ACP-15 to the county 
office for reexecution. If the office of the State committee 
determines that Rider 1 to Form ACP-15 has been properly 
executed and otherwise approves such rider, it will for- 
ward the original of such rider to the North Central Divi- 
sion for approval by or on behalf of the Secretary. 

b. If Rider 1 to Form ACP-15 is approved by or on behalf of 
the Secretary, the original and one copy of ACP-49, Notice 
of Approval of Rider to Bond, will be mailed to the office 
of the State committee. The office of the State committee 
will mail the original of ACP-49 to the county committee. 


Rider No. 2 to Form ACP-15.—Rider No. 2 to Form ACP-15 
is to be used for the purpose of decreasing the penal amount of an 
existing bond. Whenever the penal amount of any bond is to be 
decreased, Rider No. 2 to Form ACP-15 should be executed. A de- | 
crease in the penal amount of a bond will be effective only on the ~ 
anniversary date of the bond. By anniversary date of a bond is | 
meant the anniversary of the date upon which the original bond was 
executed, which is the same date as the effective date shown in line 8 © 
of ACP-48. | 


(1) Preparation of Rider No. 2 to Form ACP-15: 


a. Prepare in quadruplicate (original and three copies). | 

b. Enter in the blank space in the heading immediately follow- | 
ing the word “OF” the name of the association. | 

c. Enter immediately after the word “ASSOCIATION” in the 
heading the name of the State. 

d. Enter in the blank space immediately following the word 
“Executed” appearing under the heading the execution date 
of the related ACP-15. This date will be shown on the | 
related ACP-15 immediately following the words “Sealed — | 
with our seals and dated this.” The date that the original 
bond was executed and not the date of execution of Rider 
No. 2 to ACP-15 must be entered following the word 
“Executed.” 
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__._ e. Enter in the blank space in the first line immediately follow- 
| ing the words “Surety company” the name of the surety 
company that executed the original bond as surety. 

7. Enter in the first blank space in the second line immediately 
following the word “Principal” the name of the treasurer 
of the association. The name should be typed exactly the 
Same as it appears on the bond, Form ACP_15, unless 
Rider No. 3 to Form ACP-15 changing such name has 
been transmitted or is being transmitted with Rider No. 2 
to ACP-15. If Rider No. 3 to Form ACP-15 has been or 
is being transmitted, the name of the treasurer should be 
typed exactly as it appears on Rider No. 3 to Form ACP- 
15, line 8, immediately following the word “to.” 

g. Enter in figures in the second blank space in the second line 
immediately following the dollar sign ($), the penal amount 
entered on the related ACP-15. 

A. Enter in the blank space in the third line immediately fol- 
lowing the word “Obligee,” the name of the association as 
it appears on the related ACP-15. 

¢. Enter in the first blank space in the fifth line immediately fol- 
lowing the words “As of” the month and the day of the 
month on which the decreased coverage is to become effec- 
tive. Enter as a figure in the second blank space in the fifth 
line immediately following “193 ” the last figure of the year 

| in which the decreased coverage is to become effective. The 
date entered on the fifth line shall in all cases be the an- 
niversary date of the bond of which such Rider No. 2 is 
to become a part. 

j. Enter in figures in the first blank space in the sixth line im- 

mediately following the first dollar sign ($), the penal 
amount shown on the related ACP-15. 

k. Enter in figures in the second blank space in the sixth line 

immediately following the second dollar sign ($), the de- 

creased penal amount of the related bond. 

l. The treasurer of the association shall affix his signature in 
the space provided for the signature of the principal and 
the representative of the surety company and the president 
of the association shall sign in the spaces provided for their 
signatures. The treasurer must affix his signature exactly 
as his name is typed in the first blank space in line 2 of 
Rider No. 2 to AC —15. 

m. The signature of the principal (the treasurer) must be wit- 
iihtced by two poracs and the corporate seal of the surety 
company must be affixed in the space provided therefor. 

m. Enter in the blank space immediately following the words 
“Association of” beneath the line for the signature of the 

resident the name of the county in which the association 
is located. If the association covers more than one county, 
all counties included in the association shall be entered in 
alphabetical order. Enter in the next line in the first blank 
space the day of the month and the month in which Rider 
No. 2 to Form ACP-15 is executed. Enter on the same 
line as a figure in the second blank space immediately fol- 
lowing “193 ” the last figure of the year in which Rider No. 
2 to Form ACP-15 is executed. 


89822°—38——2 
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o. Enter in figures on the next, line in the blank space immedi- 
ately following the dollar sign ($), the amount. of the pre- 
mium refunded to the association by reason of Rider No. 2 
to Form ACP-15. 


(2) Distribution of Rider No. 2 to Form ACP-15: 


a. The original and first copy should be forwarded to the State 
committee. 

b. The second copy should be delivered to the surety company 
or a representative thereof after the county committee has 
received notice of approval of such rider on ACP-49. If 
a copy of the executed Rider No. 2 to Form ACP-15 was 
delivered to the surety representative and an ACP-49 is,not — 
received for such rider because such rider as submitted — 
cannot be approved and a new bond or rider must be ex-— 
ecuted, the copy of Rider No. 2 to Form ACP-15 delivered — 
to the surety company or a representative thereof, should 
be recovered from the surety company and thereafter de- 
stroyed before a new bond or rider is executed. pnt 

c. The third copy should be retained in the files of the county — 
association. ; 


(3) Examination and Approval of Rider No. 2 to Form ACP-15;: 


a. Rider No. 2 to Form ACP-15 will be examined in the office 
of the State committee to determine whether it was pre- 
pared in accordance with the instructions contained herein 
and that no changes or erasures were made thereon. If 
any changes or erasures were made thereon, the office of the 
State committee will return Rider No. 2 to Form ACP-15 
to the county office for reexecution. If the office of the 
State committee determines that Rider No. 2 to Form 
ACP-15 has been properly executed and otherwise ap-— 
proves such rider, it will forward the original of such rider 
to the North Central Division for approval by or on behalf 
of the Secretary. 

b. If Rider No. 2 to Form ACP-15 is approved by or on behalf 
of.the Secretary, the original and one copy of ACP-49, 
Notice of Approval of Rider to Bond, will be mailed to 
the office of the State committee. The office of the State 
committee will mail the original of ACP-49 to the county 
committee. 


Rider No. 3 to Form ACP-15.—Rider No. 3 to Form ACP-15 is 
to be used for the purpose of correcting the treasurer’s name or ini- 
tial which has been entered on a bond which has been approved. 
Cases where Rider No. 3 to Form ACP-15 will be used include cases 
where the bond which has been approved does not show the complete 
given name and middle initial, if any, of the treasurer or where the 
association treasurer has changed her name due to marriage, divorce, 
or proceedings for change of name. 


(1) Preparation of Rider No. 3 to Form ACP-15: 


a. Prepare in quadruplicate (original and three copies). 
b. Enter in the upper right-hand corner the word “County” and 
immediately thereafter enter the name of the county in 
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which the association is located. If the association covers 
more than one county, all counties included in the associa- 
tion shall be listed in alphabetical order. Enter immedi- 
ately below the word “County” the word “State” and im- 
mediately thereafter enter the name of the State in which 
the association is located. 

¢. Enter in the blank space in the first line immediately follow- 
ing the word “of” the county in which the association is 
located. If the association covers more than one county 
the names of all counties included in the association should 
be inserted in alphabetical order. 

d. Enter in the blank space in the second line immediately pre- 
ceding the word “agricultural” the name of the State in 
which the association is located. 

. Enter in figures in the first blank space in the third line im- 
mediately following the word “of” the penal amount shown 
on the related ACP-15, 

f. Enter in the second blank space in the third line immediately 
following the word “executed” the month and day of the 
month on which the related ACP-15 was executed. Enter 
as a figure in the third blank space in the third line imme- 
diately following “193” the last figure of the year in which 
the related ACP-15 was executed.: The date to be inserted 
in these blank spaces will be shown on the related ACP-15 
immediately following the words “Sealed with our seals 
and dated this.” The date that the original bond was ex- 
ecuted and not the date of execution of Rider No. 3 to Form 
ACP-15 must be entered. 

g. Enter in the first blank space in the fourth line immediately 
following the word “by” the name of the treasurer of the 
association exactly as 1t appears on the related ACP-15. 

h. Enter in the second blank space in the fourth line imme- 
diately following the word “and” and in the fifth line the 
name of the surety exactly as it appears on the related 
ACP-15. 

Enter in the first blank space in the eighth line immediately 
following the word “from” the name of the treasurer ex- 
actly as it appears on the related ACP-15. 

. Enter in the second blank space in the eighth line immediately 
following the word “to” the correct given name and initial 
of the association treasurer. The given name should not be 
abbreviated but should be spelled out in full. If the treas- 
urer customarily uses his given name preceded by an initial, 
the name in such form will be satisfactory. If the treasurer 
has no middle initial, a signed memorandum to that effect 
must be attached to Rider No. 3 to ACP-15. If Rider No. 
3 to Form ACP-15 is being executed because the treasurer 
has changed her name since the original bond was executed, 
her given name and initial and present surname should be 
entered. For example, if the treasurer’s name on the orig- 
inal bond was “Mary A. Jones” and she has since married 
“John W. Smith,” the correct entry will be “Mary A. 
Smith.” The name of the husband, preceded by “Mrs.,” 
must not be used. 


ay 
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k. Enter in the first blank space in the eleventh line immediately 
following the word “this” the day of the month that Rider 
No. 8 to Form ACP-15 is executed. 

J. Enter in the second blank space in the eleventh line imme- 
diately following the word “of” the month in which Rider 
No. 3 to Form ACP-15 is executed. 

m. Enter in letters in the blank space in the twelfth line imme- 
diately following the word “thirty” the last figure of the 
year in which Rider No. 3 to Form ACP-15 is executed. 

n. The treasurer shall affix his signature in the space provided 
for the signature of the principal and the representative 
of the surety company shall affix his signature in the space 
provided for the signature of the surety. The treasurer 
must affix his signature exactly as his name is typed in the ~ 
second blank space in the eighth line immediately following — 
the word “‘to.” 

o. The signature of the principal (the bisassiastd must be wit- 
nessed by two parties and the corporate seal of the surety 
company must be affixed in the space provided therefor. 


(2) Distribution of Rider No. 3 to Form ACP-15: 


a. The original and first copy should be forwarded to the State 
committee. 

b. The second copy should be delivered to the surety company 
or a representative thereof after the county committee has 
received notice of approval of such rider on ACP+49. If a 
copy of the executed Rider No. 3 to Form ACP -15 was — 
delivered to the surety representative and an ACP-49 is 
not received for such rider because such rider as sub-— 
mitted cannot be approved and a new bond or rider must — 
be executed, the copy of Rider No. 3 to Form ACP-15 
delivered to the surety company or a representative thereof, 
should be recovered from the surety company and there- 
after destroyed before a new rider is executed. ; 

o. The third copy should be retained in the files of the county 
association. 


(3) Examination and Approval of Rider No. 3 to Form ACP-15: 


: 

a. Rider No. 8 to Form ACP-15 will be examined in the office of 
the State committee to determine whether it was prepared 
in accordance with the instructions contained herein and 
that no changes or erasures were made thereon. If any 
changes or erasures were made thereon, the office of the 
State committee will return Rider No. 3 to Form ACP-15 
to the county office for reexecution. If the office of the 
State committee determines that Rider No. 3 to form 
ACP-15 has been properly executed and otherwise ap- 
proves such rider it will forward the original of such rider 
to the North Central Division for approval by or on 
behalf of the Secretary. : 

b. If Rider No. 3 to Form ACP-15 is approved by or on behalf 
of the Secretary, the original and one copy of ACP-49, 
Notice of Approval of Rider to Bond, will be mailed to 
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the office of the State committee. The office of the State 
committee will mail the original of ACP-49 to the county 
committee. 


PART VI. TERMINATING LIABILITY UNDER TREASURER’S BOND AND 


REFUND OF UNEARNED PREMIUMS 


The bond of the treasurer of a county association provides protec- 
tion to the United States as well as to the county association. When- 
ever it is necessary to terminate the lability under a treasurer’s 
bond, the North Central Division will take the appropriate action 
to have such bond terminated and have a notice of termination 
issued. Such notice of termination will be on ACP-38. The original 
of ACP-88 will be forwarded to the surety company as notice that 
its liability under the related bond is terminated. ACP-38 will be 
signed by an authorized representative of the Secretary of Agri- 
culture and will be mailed by the North Central Division directly 
to the home office of the surety company and copies thereof will be 
forwarded to the State committee. The State committee will mail 
one copy of ACP-88 to the county association. Under no circum- 
stances shall the treasurer, secretary, or any other official of the 
county association notify the surety company that its hability under 


such bond is terminated. . 


When the rate per thousand was assigned for bonds of treasurers 
of county associations by the association of surety companies, it was 
with the understanding that the first year’s premium on each bond 
would be considered fully earned and that no refund would be made 
for bonds not in effect for a full year. Some surety companies are 
willing to refund the unearned premium on a bond regardless of the 
length of the period during which the bond was in effect. 

Form ACP-38 provides that refund premiums should be mailed 
directly to the new treasurer of the county association. Any such 
refund should be reported on the ACP-8 for the next period on line 
1 (c), as a collection, accompanied by a memorandum explaining the 
source of the collection. 


PART VII. AUDIT OF RECORDS AND ACCOUNTS OF THE TREASURER 
OF A COUNTY ASSOCIATION 


An annual audit shall be made of the records and accounts of each 
treasurer of a county association. Such annual audit for 1937 shall 
be made as of December 31, 1937, and shall cover the entire period 
during which the treasurer has served continuously as treasurer of 
the association, beginning with the date upon which he assumed 
office as treasurer and extending through December 31, 1937. An 
audit shall also be made of the records and accounts of the treasurer 
of a county association who is succeeded in office by a new treasurer, 
before the records and accounts of the office of treasurer are trans- 
ferred to the new treasurer. An audit shall also be made of the 
records and accounts of the treasurer of a county association if such 
treasurer executes a new bond with a different surety company. 
Such audit shall be made by an auditing committee composed of 
three members of the Board of Directors designated by the president 
of the association with the approval of the State committee. Neither 
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the treasurer, former treasurer, nor any person who as president, 
acting president, secretary, or acting secretary of the association certi- 
fied an expense statement or expense statements Form 1024 or ACP-9 — 
for any month during the period covered by the report of audit — 
shall be eligible to serve on the auditing committee. The purpose 
of such audit will be to make certain that all funds received by the 
treasurer of the county association during his term of office or for the _ 
preceding year have been properly accounted for by duly authorized — 
expenditures or unexpended balances. The results of such audit shall 
be reported on NCR—County No. 5. NCR—County No. 5 provides a 
standard method of reporting the audit which will be made of the 
records and accounts of the treasurer of a county association. 1 


(1) Preparation of NCR—County No. 5: 


a. Prepare in triplicate (original and two copies). 7 
6. Enter in the upper right-hand corner in the blank spaces 
immediately following the words “county” and “State,” — 
the name of the county and State in which the association — 
is located. If the association covers more than one county, 
all counties included in the association shall be listed in 
alphabetical order. a 
c. Enter in the first blank space in the first line immediately 
following the word “from” the first month and the day — 
of such month for which the report of audit is made. — 
Enter as a figure in the second blank space in the first — 
line immediately following “193 ” the last figure of the first — 
year covered by the report of audit. Enter in the third — 
blank space in the first line immediately following the 
word “to” the last month and the day of such month for — 
which the report of audit is made. Enter as a figure in 
the fourth blank space in the first line immediately fol-_ 
lowing “193 ” the last figure of the last year covered by | 
the report of audit. If the report of audit is for a retir-_ 
ing treasurer it must cover the entire period during which ~ 
he served continuously as treasurer of the association, If — 
the report of audit is not for a retiring treasurer, it must ; 
cover the period from the time the treasurer started 
serve up to and including December 31, 1987. | 
d. Enter in the blank space in the second line the name of the 
treasurer of the association whose records and accounts are — 
being audited exactly as such name appears on ACP-15, ; 
unless Rider No. 3 to Form ACP-15 changing such name 
has been transmitted or is being transmitted. a 
e. Enter in item 1 the total amount of all treasury checks re- 
ceived by the treasurer during the period for which the 
audit is made. i 
f. Enter in item 2 the total amount of all collections made by 
the association during such period. ’ 
g. Enter in item 3 the sum of the entries in items 1 and 2. 
h. Enter in item 4 the total amount of all expenditures made 
for administrative expenses of the association by the treas- 
urer during such term. This amount shall be the total of 
all amounts shown on copies of receipt form ACP-11. If 
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such treasurer served during July and August 1936, there 
should also be included expenditures listed on receipt form 
1025 for such months. 

4. Enter in item 5 the amount of all checks refunded to the 
es of the United States by the treasurer during such 
period. 

j. Enter in item 6 the sum of the entries in items 4 and 5. 

k. Enter in item 7 the amount obtained by subtracting from 
the amount in item 3 the amount in item 6. 

1. Enter in item 8 the amount of the obligations of the associa- 
tion for which checks have not been drawn. 

m. Enter in item 9 the amount obtained by subtracting from 
the amount in item 7 the amount in item 8. 

m. Enter in item 10 the total amount of all checks issued by 
the treasurer during such period, which have been canceled 
and returned to him. This amount shall include checks for 
administrative expenses of the association as well as checks 
covering refunds to the Treasurer of the United States. 

o. Enter in item 11 the total amount of all checks which have 
been issued by the treasurer during such period but which 
have not yet been canceled by the bank and returned to 
him. 

p. Enter in item 12 the sum of the entries in items 10 and 11. 

q. Enter in the first blank space in the line of item 13 imme- 
diately following the words “as of” the last month and 
day covered by the report of audit. Enter as a figure in 
the second blank space in the line of item 18 immediately 
following “193 ” the figure of the last year covered by the 
report of audit. 

7. Enter in item 13 the balance in the bank at the close of busi- 
ness on the last day covered by this audit. This amount 
should be verified by the bank and initialed by an officer of 
the bank in which the funds of the association are de- 
posited. 


Verification of Form: 


a. Determine that the amount of each check for administrative 
expenses of the county association issued by the treasurer 
thereof, corresponds with the amount receipted for by the 
payee on Form ACP-11 (and 1025, if any) and also that 
such amount was previously approved on Form 1024, 
1024a, ACP-9, or ACP-10. All items which do not cor- 
respond shall be entered in the space provided for remarks. 

6. Determine that the amount of the unpaid obligations entered 
in item 8 is equal to the difference between the total amount 
certified on approved Forms 1024, 1024a, ACP-9, and ACP- 
10, and the amount for which receipts were obtained as 
shown by Forms 1025 and ACP-11, less the amount (if 
any) of the excess of the amount certified on the last set 
of Forms ACP-9 and ACP-10 over actual expenditures for 
the period covered thereby. 

c. Determine that item 12 is equal to item 6. If there is a dif- 
ference, explain such difference in the space provided for 
remarks. 
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d. Determine that item 13 is equal to item 3 less the sum of item 
10 and the amount of all checks issued and outstanding 
which have been debited by the bank, but not returned to — 
the treasurer. If there is a difference, explain such differ- 
ence in the space provided for remarks. 

e. If the audit is of the accounts and records of a retiring treas- 
urer, determine that the bank balance has been transferred 
to the new treasurer, if a bond executed by such new treas- 
urer has been approved by, or on behalf of, the Secretary. 
The transfer of funds shall not be made until ACP-48 is 
received for the bond of such new treasurer or he is advised 
by the State committee to assume the duties of his office. 


Certification of Auditing Committee: 


a. If the books and records of the treasurer have been found to 
be free from irregularities, enter in the blank space in the © 
first paragraph under the certification of the auditing com- _ 
mittee the word “are”; or, if the books and records of the 
treasurer are not free from irregularities, enter in such — 
blank space the words “are not” and enter in the space pro- 
vided for remarks a complete description of all irregulari- 
ties, indicating each item which was found to be irregular. 
If additional space is necessary, use a separate sheet of 
paper and staple such sheet to the NCR—County No. 5. 

6. Enter under the certification of the auditing committee, in 
the space provided therefor, the date on which the report 
of audit is signed by the committee. The members of the 
auditing committee shall then sign in the spaces provided 
for their signatures. 


Examination and Approval of NCR—County No. 5: 


Upon receipt of NCR—County No. 5 in the State office it shall 
be examined by the person in charge of the County Associations 
Section of the State office to ascertain whether the audit has been 
properly made. If it is determined that the audit has been | 
properly made and if the report of audit is otherwise correct, the | 
person in charge of the County Associations Section and the 
chairman of the State committee or the member thereof desig- | 
nated by the State committee shall sign such form in the spaces 
provided therefor and enter the date of their approval. If itis | 
determined that the audit has not been properly made, or if the 
audit does not cover the entire period for which the named treas- | 
urer has continuously served the named association as treasurer, | 
NCR—County No. 5 shall be returned to the auditing commit- 
tee of the county association for the necessary corrections, or for 
a reaudit. 


Distribution of NCR—County No. 5: 


a. The original and first copy should be forwarded to the State 
committee. 
6. The second copy should be retained in the files of the county © 
association and should be considered and reviewed at the 
next meeting of the Board of Directors of the Association. 


PART VIII—DISTRIBUTION OF CHECKS Wy 


c. The State committee will retain the copy and forward the orig- 
inal to the Director of the North Central Division, Agricul- 
tural Adjustment Administration, Washington, D. C. 


PART VIII. DISTRIBUTION OF TREASURY CHECKS TO APPLICANTS 


Checks issued by the Treasury Department of the United States 
to applicants under the 1937 Agricultural Conservation Program will 
be mailed by the various Regional Disbursing Offices, Division of 
Disbursement, Treasury Department, directly to the treasurer of the 
county association for delivery to the payees. Such checks must be 
delivered in accordance with instructions issued by the Division of 
Disbursement, Treasury Department. These instructions will be in 
the form of letters of transmittal and ACP letters signed by the 
Chief Disbursing Officer. It is imperative that the treasurer of the 
association study such instructions carefully and strictly adhere to 
the provisions thereof. 

In those cases where it is not practical to deliver checks to payees 
personally, such checks may be mailed. However, under no circum- 
| stances shall checks be mailed to payees in envelopes other than the 
window envelopes furnished by the Regional Disbursing Office. It 
is advisable that the treasurer of the county association maintain an 
adequate supply of such envelopes at all times. A supply thereof 
‘may be obtained by writing directly to the Assistant Disbursing Offi- 
cer of the Regional Disbursing Office. The names and addresses of 
the Assistant Disbursing Officers located in the North Central Region 
and the States they serve are as follows: 


| Name Address States served 
| W. W. Wexpon__- First Floor, U. S. Court Iowa, Wisconsin, Ili- 
ii House, Chicago, Ill. nois, Indiana, Mich- 


igan. 
L. W. Looxsr____- 4225 New Post Office Ohio. 
: Building, Cleveland, 


Ohio. 

eA TESTIN------ 322 New Post Office Minnesota,South Da- 
Building, Minneapolis, kota. 
Minn. 


EB. L. Hurax__-- 700 New Federal Build- Missouri. 
ing, St. Louis, Mo. 
J. W. Watker__- 320 East Ninth Street, Nebraska, 
Kansas City, Mo. 


‘The treasurer of the association shall not deliver a check issued 
payable to a person whose name is on the Register of Indebtedness, 
C-1110, or who is known to be indebted to the United States Gov- 
ernment by reason of an overpayment under any program of the 
Agricultural Adjustment Administration. Such checks shall be re- 
turned to the Regional Disbursing Office accompanied by a letter of 
explanation as to why such check is returned. A copy of such letter 
shall be mailed to the State committee. 

All checks will be mailed to the office of the county association 
and not to the treasurer’s home or place of business. It may be ad- 
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visable, if the treasurer is not in the association office re, 
the treasurer to authorize someone regularly employed in 
of the association to receipt for registered mail addresse 
Such authorization, if given, must be in writing and filed 
local postmaster in order to be effective. The State office w 
the Regional Disbursing Office of any change in the trea: 
county association or in the address of the association. The Re 
Disbursing Offices have been requested to advise the North ‘ 
Division of all cases in which county association treasure: 
pea with the instructions issued by the Chief - 
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_ PROCEDURE FOR THE ELECTION OF COMMITTEEMEN 
__ AND OPERATION OR COUNT¥-AERICULTURAL CON- 
SERVATION ASSOCIATIONS FOR 1938 


[SUPPLEMENT NO. 2] 


so 


NCR-204, issued November 1, 1937, is hereby amended by adding 
at the end thereof the following new parts: 


PART IX. ALLOCATION OF FUNDS TO COUNTY ASSOCIA- 
TIONS AND LIST OF APPROVED ITEMS AND RATES 


Assoon as the allotment of funds for county administrative expenses 
for the State for any fiscal period is received by the State committee, it 
will be divided among county associations by the State committee. 
Each association will be notified by the State committee of its alloca- 
tion of funds for such period. Such allocation of funds will provide 
funds for administrative expenses for the Agricultural Conservation 
Program within the county and also for administrative expenses in 
connection with any of the following which may be carried on within 
the county: 

1938 Range Program. 

1938 Sugar Program under the Sugar Act of 1987. 

1938 Marketing Quota Programs for Cotton, Dark Tobacco, Burley Tobacco, 
and any other Marketing Quota Programs which may be in effect in the 
county during 1938. 

Crop Insurance Program for Wheat. 

Cotton Price Adjustment Program. 

Crop Loans on Corn, Wheat, and other Commodities, 

Other Programs administered in the county by the county agricultural con- 
servation association. : 

- The amount authorized for each program will not be specified in the 
allocation of funds by the State committee. 

It will be necessary for the County Associations Section to prepare 
a list of approved items and rates of expenditure for each county as- 
sociation, such list’ to be used in place of a county association budget 
when checking Forms ACP-9 and ACP-10. 

Rates of Payment for Personal Services.—Rates of payment for 
personal services agreed upon at the organization meeting of the board 

_of directors and approved by the farmer fieldman and State committee 
should be shown on the approved list of items and rates. All rates 

of payment for personal services shall be on a per day basis for the 
time actually devoted to work of the association. No provisions may 
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be made fora per hour, per week, per month, per year, or per unit 
rate of payment for personal services. No rates for personal services 
shall exceed the following: 


Secretary, treasurer, secretary-treasurer, county 
committeemen, community committeemen, , 3 
county performance supervisor, farm reporters, pRate not to exceed $5 per day. 
range inspectors, county insurance supervisor, ts 
crop insurance representatives. 


Assistants to farm reporters and assistants y ee not to exceed $2.50 per 3 
range inspectors. day. 


Rate paid to typists, stenographers, and clerical 
workers should in no case exceed rates paid 
in the State office for similar work. Due to — 
lower prevailing wages in most counties, lower 

Office assistants__________ __-_-) rates should in most cases be approved. — 

Principal clerk, rate not to exceed $4.50 per 
day, except that principal clerk may be paid 
$5 per day if he has charge of the office for 
the county committee. 


Payment for travel in 1938 can be made only to 
county committeemen, county performance 
supervisor, range inspectors, assistants to 
range inspectors, county insurance  super- 
visor, crop insurance representatives, mem-\Rate not to exceed $8 cents — 
bers of the board of directors for attending (3¢) per mile, 
meetings of the board, and the chief of ground 
control parties working on aerial survey while 
actually engaged in field work as chief of a 
ground control party. : 
Purchase of Non-expendable Equipment.—The list of approved — 

items and rates should include equipment the purchase of which has — 

been approved by the State committee. The farmer fieldman will 
check with the county committee any items of equipment which they — 
wish to purchase and the State committee will approve purchase of — 
items actually required for the efficient operation of the association. 

Inventories of equipment, which should be brought up to date as of — 

February 28, 1938, with copies filed in the county office and in the 

State office, will serve as a guide as to whether additional equipment 

is required. As most associations were well supplied with equipment 

at the end of the 1937 program, requests for additional purchases 

should be carefully scrutinized. . 
In all cases associations should obtain prices on comparable equip- _ 

ment from ‘two or more firms in order to obtain the best prices avail- 
able. Groups of counties may pool their orders for equipment for 
the purpose of realizing a saving in cost. As county associations are 
congidered essentially associations of farmers, rather than Federal 
agencies, the North Central Division cannot provide equipment for 
associations at Government contract prices. 


MISCELLANEOUS PURCHASES AND SERVICES 


Bond of Treasurer.—The maximum rate that should be approved 
for treasurer’s bonds is $5 per $1,000 of penalty amount. 

Employer’s Liability Insurance.—No item of expense for em- 
ployer’s liability insurance is allowable since officers, committeemen, 
and employees of .county associations are entitled to compensation — 
under the Federal Employees Compensation Act in case of injury or 
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death resulting from injuries sustained while actually engaged in 
association work. 

__ Fire Insurance.—Reasonable claims for fire insurance on associa- 
tion equipment, supplies, and records are allowable. 
__ State Sales Taxes.—Purchases of services or supplies for county 
agricultural conservation associations are exempt from State sales 
taxes since county agricultural conservation associations are consid- 
ered Federal instrumentalities. Only State sales taxes included in 
the purchase price of services or supplies in such a manner that the 
amount of such tax is not indicated should be approved for pay- 
ment. 


PART X. SUBMITTING ASSOCIATION EXPENSE FORMS, 
- ACP-8, ACP-9, ACP-10, ACP-11, AND ACP-12 FOR MARCH 
AND SUBSEQUENT MONTHS 


Forms ACP-8, ACP-9, ACP-10, ACP-11, and ACP-12 should 
be numbered, “C-1, March.” Forms ACP-9 and ACP-10 for March 
should include all association expenses incurred on or after March 1, 
1938. Claims for equipment for which invoices are dated March 1 
or later will be considered as March expenses. Claims for telephone 
service, rental of equipment, or other services may be considered as 
March expenses if the final day of the period for which claim is ren- 
dered occurred during the month of March. Form ACP-8 for March 
should be prepared in the same manner as though the March voucher 
was no« being paid from a new appropriation. It is not necessary to 
close out completely the account for the period ending February 28, 
_ 1988, as was done in 1937. Receipt Schedule Forms ACP-11, collec- 
tions, and unexpended balances from the February 1938, or earlier 
vouchers may be stated on the March voucher. 
_ A supplemental February voucher numbered, “B-12a,” should be 
submitted by each association having supplemental claims for Febru- 
ary or earlier months. Such supplemental claims should also include 
reclaims, if any, for the months up to and including February 1938. 
Every reasonable effort should be made to include all supplemental 
claims and reclaims-on the supplemental account numbered, “B—12a.” 
_ Only in very exceptional cases should an additional supplement, to be 
_ numbered, “B-12b,” be approved. 7 
It is not necessary to indicate on Forms ACP-8, ACP-9, ACP-10, 
and ACP-11 the division of expenses among the Agricultural Conser- 
_ yation Program and other programs in the county being administered 
by the county association. Each county association should attach to 
each voucher Form ACP-8 beginning with the voucher for March 
1938, a copy of “Report of Distribution of Monthly Expenses among 
Various Programs Administered by the County Agricultural Conser- 
vation Association,” showing the distribution among the several pro- 
grams of expenses stated on such voucher. Such form should be 
worded as shown below. If any expenses for the Crop Insurance 
Program for Wheat are listed on such report, the amount shown for 
crop insurance must be equal to the sum of the Semimonthly Expense 
Reports of the County Insurance Supervisor for such month and the 
report should be approved by the State Insurance Supervisor before 
the voucher is approved for payment. 
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The report of distribution will be detached from voucher Form 
ACP-8 before it is transmitted to the Regional Disbursing Office and 
will be retained in the State office by the County Associations Section. 
If suspensions are made by the State committee and a voucher Form 
ACP-8 is not paid in the full amount claimed by the county associa- 
tion, the report of distribution of expenses should be returned to the 
county. committee for revision, i 


Month | —.+__-. 2 ee 


REPORT OF DISTRIBUTION OF MONTHLY EXPENSES AMONG VARIOUS | 
PROGRAMS ADMINISTERED BY THE COUNTY AGRICULTURAL CON- 
SERVATION ASSOCIATION 


= ee ee ee ee ee County... --==....-=__-.__- ee 


1988 Agriculttiral Conservation and Domestic Allotment Program_____ f Mipeitcs  ) =] 
1988-Range ‘Program 202) 2 ese eee ‘ 
1938 Sugar Program under the Sugar Act of 1937 
1988. Cotton Marketing Quota Program 22 228 eee 
1988 Dark Tobacco’ Marketing Quota Program -_)--- 2) ee 
1988 Burley ‘Tobacco Marketing Quota Program =)! 
TOSS este Se ae See Marketing’ Quota Program_2_-_--7- 7) 
Crop Insurance Program for Wheat 
Cotton Price Adjustment Program 


es 


We certify that the amount stated after each program listed above represents 
our best estimate of the portion of the amount claimed on the attached voucher 
Horm, AGP 8) 10r) the month of 22 = =e , 193__, in the amount of 


A a ES ee RS le » Which was actually incurred in connection with such 
program. 


wer nr a ee ee 


U.S. GOVERNMENT PRINTING OFFICE: 1938 


NCR-204—Suppl. No. 3 ___Issued May 2, 1938 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH | CENTRAL DIYIgTON 19738" AIX 


HA 


PROCEDURE FOR THE ELEGTION“OF ‘COMMITTHEMEN 
AND OPERATION OF COUNTY AGRICULTURAL CON- 


SERVATION ASSOCIATIONS. FOR_1938———___—— 


ome 


(SUPPLEMENT NO. 3) 


| Parr VIII. Distribution and Receipts for Treasury Checks to 
Applicants 


Part VIII of NCR-204 is hereby amended to read as follows: 


Checks issued by the Treasury Department of the United States 
to applicants under the 1937 Agricultural Conservation Program will 
be mailed by the various regional disbursing offices, Division of Dis- 
bursement, Treasury Department, directly to the treasurer of the 
county association for delivery to the payees. Receipt No. 1 on Form 
| 1721 covering such checks must be executed and returned within 5 
days from the date such checks are mailed to the treasurer of the 
county association, and receipt No. 2 on Form 1721 covering such 
checks must be executed and returned within 21 days plus time for 
transit. Checks must be delivered only to the payee in person, or 
mailed to him at his regular mail address in accordance with instruc- 
tions issued by the Division of Disbursement, Treasury Department. 
These instructions will be in the form of letters of transmittal and 
ACP letters signed by the chief disbursing officer. It is imperative 
that the treasurer of the association study such instructions carefully 
and strictly adhere to the provisions thereof. 

Checks should be delivered personally to the payee wherever prac- 
ticable and receipt therefor obtained by having the payees sign on 
the continuation sheet (Form ACP-41C) on the line in the space to 
the right of the payee’s typed name. Signatures of payees by “X” 
_mark should be witnessed by at least one person. The continuation 
sheet should be retained in the county association office. 

In those cases where it is not practicable to deliver checks to the 
payee personally, such checks may be mailed to the regular mail ad- 
dress of the payee. In all such cases Form ACP-57, Receipt for 
Treasury Check, shall be prepared and mailed in Treasury Depart- 
ment window envelopes with the check in order that a receipt for such 
check may be obtained. The name and address of the payee shall be 
‘typed in the space provided therefor under the words “receipt for 

| treasury check” on Form ACP-57 and a carbon copy of the data typed 
| on Form ACP--57 shall be made. 

The administrative number on the continuytion sheet, the check 
| number, and the amount of the check shall be entered on Form ACP- 
_ 57 in the space provided therefor in the upper right-hand corner. 
_.Under the line showing the amount, the date of mailing shall be 
_ entered. On the reverse side of Form ACP -57, the treasurer’s name 
_ and the mailing address of the county agricultural conservation asso- 
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ciation shall be typed or stamped. The carbon copy of ‘the data 
entered on the Form ACP-57 shall be initialed by the treasurer and 
attached to the applicable continuation sheet, Form ACP-41C. Form ~ 
ACP-57 shall then be placed in front.of the check and enclosed in a 


Treasury Department window envelope, with the name and address 


showing through. Upon receipt of Form ACP-57 from the payee, 
such form shall be attached to the applicable continuation sheet, Form 
ACP-41C. . | . 

It is advisable that the treasurer of the county association maintain ~ 
an adequate: supply of Treasury Department window envelopes at 
all times. A supply thereof may be obtained by writing directly to — 
the assistant disbursing officer of the regional disbursing office. The 
names and addresses of the assistant disbursing officers located in the — 
North Central Region and the States they serve are as follows: 


Name Address States served 


W. W. Wetpon--| First Floor, U. S. Court House, | Iowa, Wisconsin, Illinois, | 


Chicago, Illinois. Indiana, Michigan. 

L. W. Looxrer_--_| 4225 New P. O. Building, Cleve- | Ohio. 
land, Ohio. 

Lua TmstTIn_—__- 322 New P. O. Building, Minne- | Minnesota, South Dakota. 
apolis, Minnesota. 

E. L. Hurnax__-_-| 700 New Federal Building, St. | Missouri. 


Louis, Missouri. 


J. W. WatkerR_--_| 320 East 9th Street, Kansas | Nebraska. 
City, Missouri. 


The treasurer of the association shall not deliver a check issued 
payable to a person whose name is on the Register of Indebtedness, | 
C-1110, or who is known to be indebted to the United States Govern-- 
ment by reason of an overpayment under any program of the Agri- — 


cultural Adjustment Administration. Such checks shall be returned — 


to the regional disbursing office accompanied by a letter of explana- 
tion as to why such check is returned. A copy of such letter shall be 
mailed to the State committee. Checks for payees who are known to- 
be deceased or incompetent shall be returned to the regional dis- 
bursing office accompanied by a letter of explanation as to why such © 
check is returned. “A copy of such statement shall be mailed to the 
State committee. . 

Treasurers of county associations are responsible for delivery to 
the persons entitled thereto of all checks turned over to them for that 
purpose. In cases where the United States sustains a loss because of 
the delivery of a check by hand or by reason of wrong mailing ad- | 
dress to a person other than the rightful payee, and such other person | 


secures payment theseon which cannot be reclaimed, the treasurer or | 


the sureties on his bond will be required to make good the loss to the | 
United States. Typing the address of the payee on the face of the | 
check is not permissible. No data should be typed or written on the 
face of a check after it has been issued by the Division of Disburse- 
ment, Treasury Department. ; 
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__ Part VIII of NCR-204 as amended by Supplement No. 3 issued 
| May 2, 1938, is hereby further amended by the addition of the 
following: 

__ Distribution of checks for old commodity program payments 
| by treasurers of county agricultural conservation associations.— 
| All checks payable to signers of contracts under the various com- 
mnodity control programs administered by the Agricultural Adjust- 
ment Administration will be mailed to treasurers of county agricul- 
_tural conservation associations, rather than to county agents or other 
| persons designated in the county to complete the commodity programs. 
|The checks will be mailed from the office of G. F. Allen, Chief Dis- 
| bursing Officer, Washington, D. C., and will be handled in the same 
manner as checks under the Agricultural Conservation Programs ex- 
cept that receipts will be returned to G. F. Allen, Chief Disbursing 
| pee Washington, D. C., rather than to the Regional Disbursing 
Office. 

__ With each check there will be mailed a continuation sheet Form 
_ES—~7, which will indicate the commodity with respect to which the 
| check was issued. Such continuation sheet will be used as a receipt 
| in the same manner as continuation sheets mailed with checks issued 
junder the Agricultural Conservation Program. Receipt No. 1 on 
| Form 1721 covering checks must be executed and returned to G. F. 
| Allen, Chief Disbursing Officer, Treasury Department, Washington, 
|D. C., within 5 days after the date on which checks are mailed to the 
_ treasurer of the county association and Receipt No. 2 on Form 1721 
peovering such checks must be executed and returned within 21 days 
plus time for transit. Checks must be delivered only to the payee 
in person or mailed to him at his regular mail address. 

Checks should be delivered personally to the payee wherever prac- 
‘ticable and receipts therefor obtained by having the payee sign on 
|the continuation sheet Form ES-7 on the line in the space to the 
right of the payee’s typed name. Signatures of payees by “X” mark 
ishould be witnessed by at least one person. Continuation sheets 
‘should be retained in the county association office. In those cases 
where it is not found practicable to deliver checks to the payees person- 
wally, such checks may be mailed to the regular mail address of the 
payee. In all such cases an individual receipt must be obtained from 
the payee. Receipt Forms No. 12-B or ACP-57 are acceptable for this 

urpose. Individual receipts should be prepared as outlined in 

CR-204, Supplement No. 3, and mailed in Treasury Department 
window envelopes with the check in order that a receipt for each check 
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may be obtained. Upon receipt of signed individual receipts in the 
county office, such forms shall be attached to the applicable continu- 
ation sheet Form ES-7. 
The treasurer of the association shall not deliver a check issued — 
ayable to a person whose name is on the Register of Indebtedness, 
C-1110, or who is known to be indebted to the United States Govern- 
ment by reason of an overpayment under any program of the Agri- 
cultural Adjustment Administration. Such check issued_im connec- — 
tion with the rental-benefit programs, shall be returned to G. F. Allen, 
Chief Disbursing Officer, Division of Disbursement, Treasury De- | 
partment, Washington, D. C., accompanied by a letter of explanation — 
as to why such check is returned. A copy of such letter shall be — 
mailed to the Acting Comptroller, Agricultural Adjustment Adminis- — 
tration, Washington, D. C. Checks for payees who are known to be — 
deceased or incompetent shall be returned to the Chief Disbursing 
Officer accompanied by a letter of explanation as to why such check is 
returned. A copy of such statement shall be mailed to the Acting © 
Comp tno HSE: Agricultural Adjustment Administration, Washington, 
C | 


Checks issued as cotton option or cotton pool payments will be | 
mailed by the Chief Disbursing Officer, Washington, D. C., to the | 
addresses of the payees as shown on the vouchers and will not be 
handled by county association treasurers. 

NCR-204, issued November 1, 1937, as amended, is hereby further 
amended by adding at the end thereof the following new part: 


PART XI. INSTRUCTIONS FOR CLAIMING, DISBURSING, AND 
ACCOUNTING FOR COUNTY ADMINISTRATIVE EXPENSES 


I. Forms to se Usep AND DEFINITIONS oF TERMS 


A. Under the procedure to be followed in connection with the 
preparation of administrative expense statements, the following official 
forms shall be used : . 


1. ACP-8, Revised—Public voucher for payments to agricultural 
conservation associations or committees of producers. This | 
form will be referred to as either ACP-8 or the “Voucher.” | 

. ACP-8a, Revised—Public voucher for payments to agricultural | 
conservation associations or committees of producers (memo- 
randum copy). ; 

. ACP-9, Revised—Statement of administrative expenses. | 

ACP-10, Revised—Statement of administrative expenses (con- | 
tinuation sheet). 

ACP-11, Revised—Receipt schedule. 

. ACP-12, Revised—Individual receipt. 

. ACP-15—Bond of treasurer of county agricultural conserva- 
tion association. a 

. ACP-2i1—Monthly certificate of expenses for personal services | 
and travel. 

9. ACP-87—Schedule of exceptions. 


The word “Revised” is hereinafter omitted wherever the numbers | 
of the above-mentioned forms appear. 
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B. Definitions.—As used herein, the following terms shall have 
the following meanings. 


1. Reclaim.—A reclaim means a claim covering part or all of 
an item of expense which was previously submitted and disal- 
lowed in whole or in part. 

2. Supplemental claim.—A supplemental claim means a 
claim for personal services or travel incurred during a previous 
month, but which for some reason was omitted from the expense 
statement for the month during which such expense was in- 
curred. No claim covering miscellaneous expenses shall be re- 
garded as a supplemental claim. 


II. Generau Procepure ror CLAIMING AND Paytng ASSOCIATION 
EXPENSES 


A. On the last day of each month or not later than the fifth of the 
following month, each person who has performed personal services 
or has traveled for the association shall file with the association sec- 
retary a signed copy of ACP-21. Use ACP-21 together with invoices 
and receipts for miscellaneous items as a basis for preparation of 
ACP-9 and ACP-10. After all expenses have been listed on ACP-9 
and ACP-10, prepare ACP-8. When completed and properly certi- 
fied, ACP-8, ACP-9, and ACP-10, together with supporting docu- 
ments, shail be forwarded to the State office. Payment will be made 
on the basis of actual expenses as itemized and approved on ACP-9 
and ACP-10. Upon receipt of the forms in the State office, they will 
be examined and if found satisfactory will be certified for payment 
and forwarded to the regional disbursing office. If any errors are 
found in the forms, a letter of exception (ACP-87) will be prepared. 
A copy of ACP-8, ACP-9, and ACP-10 as approved by the State 
committee, together with ACP-87, if such a form was required, will 
be forwarded to the county office. Use the copies of ACP-9 and 
ACP-10 which were returned by the State office as a basis for the 
preparation of ACP-11. If any items thereon were corrected in red 
ink, the corrected items shall be shown on ACP-11. A United States 
_ treasury check will be mailed from the regional disbursing office di- 
rectly to the bonded treasurer, who will disburse the funds to the 
persons and in the amounts shown on the approved copies of ACP-9 
and ACP-10, and who will obtain receipts therefor by having the 
payees sign ACP-11 or ACP-12. Signed receipts will be transmitted 
to the State office with voucher form, ACP-8, for the succeeding 
month. 


III. Preparation Anp TRANSMITTAL OF Forms 


A. Form ACP-15.—Bond of treasurer of county agricultural 
conservation association. 


1. The treasurer of each association is required to furnish a 
bond in accordance with the provisions of NCR-204, Supplement 
No. 1, issued January 6, 1938. No voucher for association ex- 
penses will be approved for payment until the State office has 
received notice from the Director of the North Central Division 
that the treasurer’s bond has been approved. 
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B. Form ACP-21.—Monthly certificate of expenses for personal 
services and travel. + ced 


1. Purpose.—This form shall be used by persons employed by 
the association in making claim for pay in connection with serv- 
ices performed for the association and expenses for travel in- 
curred in the performance of such services. Such form shall be ~ 
used as the basis for all items appearing on ACP-9 and ACP-10 
with the exception of miscellaneous items. — 

2. Each person who has performed services for the county as- 
sociation during the month must prepare, sign, and file Form 
ACP-21 with the secretary of the association on the last day of 
the month or prior to the fifth day of the following month. This 
form must show the days and fractional days on which the per- 
son worked, the rate per day, and the number of miles traveled 
each day if payment is made for travel. The nature of the work 
performed, together with the approximate number of units com- 
pleted must be shown in the column headed “Nature of work per- 
formed”; for example, “measurement on two farms, 640 acres.” 
It will not be necessary to forward ACP-21 to the State office ex- 
cept when a special request is made for such form. If corrections 
or erasures are made on this form, they must be made by the 
person who signed the form, and his initials must be entered 
opposite such corrections. 


C. Forms ACP-9 and ACP-10.—Statement of administrative 
expense. 


1. Purpose.—These forms shall be used to itemize all expenses 
incurred during a month in connection with the administration 
of the agricultural conservation program in the county or coun- 
ties covered by the association. An item for expense will not be 
allowed unless a claim for such expense is listed on ACP-9 or 
ACP-10. ACP-10 is to be used when there is not a sufficient 
amount of space on ACP-9 to show the names of all persons mak- 
ing claim for compensation and travel. In such cases, as many 
sheets of ACP-10 shall be used as are necessary to list all claims 
a3 compensation and services. ACP-9 will always be the top 
sheet. 

2. Preparation of form. 

(a) Number of copies.—Prepare ACP-9 and ACP-10 in- 
quadruplicate (original and three copies of each form). Retain 
it copy and forward the original and two copies to the State 
office. 

(6) Entries in column (1).—Enter in column (1) the 
names of employees of the association who have filed ACP-21 
with the secretary of the association. The names of claimants 
(employees) shall be separated by titles; that is, all county com- 
mitteemen shall be listed together in alphabetical order, all com-— 
munity committeemen shall be listed in alphabetical order, all 
farm reporters shall be listed together in alphabetical order, and 
all other employees shall be listed by title in alphabetical order. 
Do not enter the name of any officer, committeeman, or employee 
of the association who has not filed ACP-21 prior to the fifth day 
of the month. If any such officer or employee does not file 
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ACP-21 prior to the fifth day of the month, his claim for pay- 
ment shall be entered on the next month’s statement of expenses, 
provided ACP-21 has been filed by the time such statement is 
prepared. 

(ce) Entries in column (2).—Enter in column (2) the title 
of the employee whose name appears on the same line in column 
(1). The title to be entered in column (2) must correspond ex- 
actly with the title indicated on the list of approved items and 
rates of expenditure. 

(d) Entries in column (8).—Enter in column (8) opposite 
the name of each employee the dates upon which services were 
performed. If a person worked on several consecutive days, in- 
clusive dates may be shown. For example, if John Doe worked 
on March 1, 2, 3, 4, 5, and 6, the dates may be shown as “1-6.” If 
claim is made for a fraction of a day, the fractional part of a day 
shall be shown in parenthesis after the date on which the services 
were performed. For example, if claim is made for 14 day on 
March 10, claim for such fractional day shall be expressed as 
follows: “10 (14).” Claims for fractional days shall be expressed 
as half-days or quarter-days. No fractional days less than one- 
quarter will be allowed. If a claim is submitted for work per- 
formed on a holiday or Sunday the Secretary or the President 
of the association shall indicate on ACP-9 or ACP-10 or on an 
attached memorandum, “work was necessary and was actually 
performed on Sundays and holidays as indicated.” 

(e) Entries in column (4).—Enter in column (4) opposite 
the name of each employee the total number of days for which 
such employee is claiming compensation. The entry in column 
(4) must equal the sum of the individual entries shown in col- 
umn (8). 

(7) Entries in column (5).—Enter in column (5) opposite 
the name of each employee the rate of compensation per day for 
such employee. The rate per day must not exceed the amount 
shown in the list of approved items and rates of expenditure. 

(g) Entries in column (6).—Enter in column (6) the result 
obtained by multiplying the entry in column (4) by the entry in 
column (5). 

(A) Entries in column (7).—Enter in the heading of column 
(7) immediately below the words “auto miles” the rate per mile 
which is allowed for travel. Under no circumstances must this 
rate exceed the amount set forth in the association budget 
(ACP-19). Enter opposite the name of each employee in column 
(1) the number of miles traveled during the month for which 
payment is to be made. No entry shall be made in column (7) 
unless the employee has been authorized to incur expenses for 
travel. 

(4) Entries in column (8).—Enter in column (8) the result 


‘obtained by multiplying the entry in column (7) by the rate per 


mile shown in the heading for column (7) 

(7) Entries in column (9).—Enter in column (9) the sum of 
the entries in columns (6) and (8). 

(tk) When all entries have been made on ACP-10, add the 
amounts shown on each sheet of ACP-10 and carry the total for 
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all sheets to the top of ACP-9 opposite the words “Brought 
Forward.” 

(Z) Miscellaneous.—Enter on ACP-9 under that part of the 
form entitled “Miscellaneous” all expenses other than compensa- 
tion for services and for travel. 


1. Miscellaneous claims.—Claims for commercial services, 
supplies, and equipment shall be entered in the name of 
the person or firm who will receive payment from the 
treasurer of the association. Such claims shall show the 
nature of the services, kind of material, and quantity, the 
price per unit, and the total cost. Claims for equipment 
must show whether the claim is for purchase or for rental — 
of the equipment. In all cases where equipment has been | 
rented, there must be shown the inclusive dates for which 
the rental is claimed. 

2. Receipts in support of miscellaneous claims.—Original 
receipts are required in support of all expenses in excess 
of $1.00, which have been paid by personal funds by the 
treasurer, authorized officer, employee, or member of the — 
association. Such receipts must be attached to the orig- 
inal of ACP-9 and must be signed by the person or firm to 
whom payment was made and must show the date the 
purchase was made, the number of units purchased, the 
cost per unit, the total cost, and the name of the person 
who paid the claim. 

3. Bilis and invoices in support of miscellaneous.—Com- 
mercial bills or invoices are required in support of all 
claims in excess of $1.00 for purchase of supplies or 
equipment or for commercial services. Such bills or in- 
voices must be itemized as to the number of units pur- 
chased, the cost per unit, and the total cost. In cases 
where bills or invoices are not itemized, the articles pur-_ 
chased or services rendered must be itemized on ACP-9. 
Bills or invoices should be presented for payment upon 
printed bill heads of the person or firm furnishing the 
equipment, supplies, or services and must be dated. In~ 
cases where a bill or invoice is furnished which is not on 
a printed bill head, such bill or service must bear the sig- 
natures and title of an authorized representative of the — 
person or firm from whom the purchase was made. 
Claims in payment for notices and other statements in 
newspapers must be supported by a copy of such notices, 

ExcEpTION.—Miscellaneous claims for bank charges for the month cov- 
ered by ACP-9 may be entered on Form ACP-9 in advance of payment of 
such claims without being supported by an invoice or debit slip. No day of 
the month need be entered in Column 1, the name of the month being suffi- 


cient. There should be entered on Form ACP_9 immediately below the item 
for bank services the words: “Debit slip will be attached to ACP-11.” 


4. Special items. 
(2) Bank charges for checking accounts and interest on 


loans should appear in the name of the bank. In such 
cases a bank debit slip must be attached, or there must 
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be entered on ACP-9 the words, “Debit slip will be 
attached to ACP-11.” 


(6) Postage.—All claims for expenditures for postage 
must have been entered in the name of 


(a-1) The person who made the purchase from the Post 
Office. (Such claim must be supported by a 
receipt from the postmaster or other representa- 
tive of the post office), or 

(a-2) The organization from which the postage was pur- 
chased, if the bill for stamps has not been paid. 
(Such claims must be supported by an itemized 
invoice), or 

(a-3) The officer or employee of the association in cases 
where such person personally paid for postage 
bought from some organization other than the 
post office. (Such claims must be supported by 
an itemized receipt signed by a representative 
of such organization. ) 


(c) Telephone and telegraph. 

(a-1) Claims for telephone service and toll calls charged 
to the telephone of the association must be en- 
tered in the name of the telephone company and 
itemized invoices must be attached. 

(a-2) Where claims for telephone services or toll charges 
were not charged to the telephone of the associa- 
tion, such claims must be entered in the name of 
the organization or person billed by the telephone 
company and must be supported by an itemized 
list of charges from the telephone company, set- 
ting forth service charges and toll calls to be 
paid by the association. Where the telephone 
company does not furnish a duplicate copy of 
the original invoice, a true copy in duplicate must 
have been prepared and certified by an official of 
the organization which was billed by the tele- 
phone company, and by an official of the associa- 
tion. One copy must be attached to ACP-9. 

(a—3) If telephone calls were made from pay stations, the 
claim for such calls must be entered on the state- 
ment in the name of the individual making the 
calls. If the total amount was over $1.00 and 
no receipt could be obtained, a memorandum sup- 
porting this entry should be prepared showing 
the date, whom called, subject, and amount. The 
memorandum must be signed by the individual 
making the calls and approved by an officer of 
the association. 

(a-4) Charges for telegraphic service must, in all cases, 
be supported by copies of the messages which 
must show the date of sending and must pertain 
to the business of the association. If the cost of a 
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telegram exceeds $1.00, in addition to a copy of 
the telegram, there must be submitted the copy of 
the receipt. A copy of the telegram bearing a 
receipt thereon is acceptable. 


(zd) Rental of equipment.—Where equipment, or office, or 
storage space is rented, all claims for the rental there- 
of must show the inclusive dates for which such rental - 
is claimed, The first day of the inclusive dates must 
not be subsequent to the last day of the month covered 
by the current voucher; in other words, no expenses 
will be allowed for rental claimed in advance. 

(e) Coupon books.—No claim shall be submitted for cou- 
pon. books. 


(5) Where supplies or equipment have been purchased, or 
equipment rented from an officer or employee of the as- 
sociation, the claim must be supported by a certification 
of the president or secretary of the association, indi- 
cating that the supplies or equipment were necessary 
and that the equipment rented or purchased, or supplies 
purchased, were not otherwise available, and that such 
equipment or supplies were personally owned by such 
employee or officer. 


(m) Prepare ACP-9 and ACP-10 covering supplemental 
claims and reclaims as follows: 


1. If an item of expense was previously submitted on ACP-9 
or ACP-10 and was disallowed in whole or in part, it 
may be reclaimed on a subsequent ACP-9 or ACP-10, © 


unless the State office has indicated on ACP-87 that 


such item is not reclaimable. An adequate explanation 
must accompany the reclaim to show when it was first 
claimed, and the reason why the reclaim was made. A 
copy of the related ACP-37 must accompany the reclaim. 
Yor example, if John A. Doe worked seven days in Ma 

at $4.00 per day and if the entry in column (3) of ACP-10 
for May showed the seven days upon which Mr. Doe per- 
formed service, but the entry in column (4) of ACP-10 
showed only 5 days and the payment received was $20.00, 

a reclaim may be made as follows: 


a) Enter in column (1), “John A. Doe.” 

6) Enter in column (2), “county committeeman.” 

c) Enter in column (38), an explanation in the follow- 
ing style: “Seven days claimed on May ACP-10 
but pay was received for only five days.” 

(dz) Enter in column (4), the figure “2.” 

(¢) Enter in column (5), $4.00. 

f) Enter in column (6), $8.00. 
th Enter in column (9), $8.00. 


The ACP-10 upon which such reclaim is shown shall bear 
the “Statement No.” of the current voucher with which it 
is submitted followed by the word “Reclaim,” and in the 
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place provided after the words “For month of,” there shall 
be entered the name of the month during which the ex- 
pense was incurred. In the example case, the entry would 
be “May.” The total for the current month shown in 
column (9) of the top sheet of ACP-9 shall include the 
total of all reclaims and supplemental claims. 


2. If an item of expense was not previously claimed on ACP-9 
or ACP-10, such expense shall be treated as a supple- 
mental claim. For example, if John A. Doe worked 7 
days in May, but the ACP-10 for May showed only 5 
days in columns (3) and (4) and payment was received 
for only 5 days or if an item of expense was inadvertently 
omitted, such claims shall be submitted on supplemental 
Forms ACP-9 and ACP-10. In each case care must 
be exercised that the days or items included in the sup- 
plement have not previously been claimed on ACP-9 or 
ACP-10. A complete explanation shall be inserted on 
the ACP-9 or ACP-10 indicating the nature of the sup- 
plemental claim. Sheets of ACP-9 and ACP-10 on which 
supplemental claims are listed shall be numbered and 
prepared in the same manner as that indicated in the 
preceding paragraph except that the “Statement No.” 
shall be followed by the word “Supplemental” instead of 
the word “Reclaim.” 


(nm) Add all entries in column (9) and insert the total at the 
bottom of the sheet opposite the word “total.” 

(0) Review all entries and computations on ACP-9 and 
ACP-10 to insure accuracy. Fill in the heading of ACP-9 and 
ACP-10 as follows: 


1. Entry opposite the words “Statement No.” “B-1” for the 
month of March, “B-2” for the month of April, “B-3” 
for the month of May, etc. If a reclaim for expenses 
incurred during March is attached to the May statement 
of expense and if a supplemental claim is made in May 
for expenses incurred during April, separate sheets of 
ACP-9 or ACP-10 shall be prepared for such reclaim 
or supplemental expenses. ‘These separate sheets shall 
be numbered “B-8 Reclaim” and “B-3 Supp.,” respec- 
tively. 

2. Enter : sheet number on each sheet of ACP-9 and ACP-10 
opposite the words “Sheet No.” The bottom sheet of 
ACP-10 shall be numbered 1 and the sheets shall be num- 
bered consecutively towards the top. ACP-9 shall be 
placed on top of all sheets of ACP-10 and shall have the 
highest sheet number. For example, if there are four 
sheets of ACP-10 and one sheet of ACP-9, the sheets 
of ACP-10 shall be numbered 1, 2, 3, 4, respectively, and 
the sheet of ACP-9 shall be numbered 5. If there are 
sheets of ACP-9 or ACP-10 covering supplemental claims 
or reclaims such sheets shall be placed immediately below 
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ACP-9 and shall be numbered the same as if they were 
part of the current expense statement. . 

3. Enter opposite the words “Total Sheets” the total number 
of sheets of ACP-9 and ACP-10. Sheets of ACP-9 or 
ACP-10 covering reclaims or supplemental claims shall 
be counted as part of the current voucher. : 

4. Enter opposite the words “Code No.” the State and county | 
code. 

5. Enter above the words “Agricultural Conservation Associa- 
tion or Committee of Producers” the name of the county 
agricultural conservation association. 

6. Enter over the word “County” the name of the county in 
which the association is located. 

7. Enter over the word “State” the name of the State in 
which the association is located. 

8. Enter opposite the words “For month of” the name of the 
month for which expenses are claimed. If ACP-9 or 
ACP-10 covers a reclaim or a supplemental claim, the ~ 
month during which the expense was incurred shall be — 
entered. For example, if John Doe worked 10 days dur- 
ing March but only received compensation for 8 days on — 
the March expense statement, a supplemental claim for 
two days should accompany the April expense statement 
and the entry opposite the words “For month of” would 
be “March.” In all cases where a reclaim or a supple- 
mental claim is submitted with the expense statement for — 
the current month, there shall be entered on the top — 
sheet of ACP-9 in the space provided after the words — 
“For month of,” the names of all months for which 
expenses are claimed; for example, “May and April © 
Supplemental.” 

9. Enter after the word “Date” the date on which the form is 
prepared. : 

(p) After all entries on ACP-9 and ACP-10 have been veri- — 

fied, the secretary or acting secretary, and president, or vice 
president of the association shall sign at the bottom of ACP-9 
(all copies) in the spaces provided for their signatures. If there 
has been a change in the office of president, vice president, or 
secretary of the association since the submission of ACP-9 and — 
ACP-10 for the previous period, the State office shall be notified 
of such change in order that there may be no question concerning 
the certification of ACP-9. Such notification shall be in the — 
form of a statement signed by two members of the county com- — 
mittee. If ACP-9 is signed by the acting secretary there must 
be attached a statement by at least two members of the county 
committee indicating that such person is authorized to sign as 
acting secretary. 
D. ACP-11 and ACP-12.— Receipt schedule and individual ~ 
receipt. € 

1. Purpose.—ACP-11 and ACP-12 shall be used to obtain a 

receipt from all payees who receive payment for services, travel, 
supphes, or equipment from the association. 
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2. Preparation of ACP-11 and ACP-12. 

(a) Number of copies.—Prepare both ACP-11 and ACP-12 
in quintuplicate (original and four copies). Retain one copy 
and forward the original and three copies to the State office, in- 
cluding one copy certified by the association treasurer. Prepare 
separate sheets of ACP-11 for cases covering supplemental 
claims and reclaims, 

(>) Fill in the top part of ACP-11 as follows: 

1. Enter after the words “Receipt No.” the statement number 
appearing on ACP-9 and ACP-10 which lists the items 
for which receipts are to be obtained. 

. Enter after the words “Code No.,” the State and county 
code. 

. After the names of the payees have been typed on ACP-11, 
number the sheets thereof consecutively beginning with 
number 1. Enter the number of each sheet after the 
words “Sheet No.” 

. Enter after the words “Total sheets,” the number of sheets 
of ACP-11, prepared for the month. 

. Enter above the words “Agricultural Conservation Asso- 
ciation or Committee of Producers,” the name of the 
county association. 

. Enter over the word “County” the name of the county in 
which the association is located. 

. Enter over the word “State,” the name of the State in which 
the association is located. 

. Enter after the word “Date,” the date on which ACP-11 is 
prepared. 

. Enter in the blank space after the words “from” and “to” 
respectively, the first and last day of the period covered 
by ACP-11. Such period shall be the same as that 
covered by ACP-9 and ACP-10, upon which the items 
were claimed. 

(c) Fill in the blank spaces of ACP-12 as follows: 

1. After the words “received of” enter the name of the treas- 

urer of the association. 

9. After the words “treasurer of the” enter the name of the 

association. 

3. Enter over the word “County” the name of the county in 

which the association is located. 

4, Enter over the word “State” the name of the State in which 

the association is located. 

5. Enter after the words “the sum of” the amount of the claim 
due the payee as shown on the approved ACP-9 or 
ACP-10. For example, “eight and 23/100.” 

. Enter after the words “during the month of” the name of 

the month shown on ACP-9 and ACP-10, upon which 

the claim was listed. 

. Enter over the word “amount” the amount of payment due 
the payee. 

. Enter under the word “date” the date ACP-12 was 
prepared. 
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9. The payee will sign in the blank space over the words 
“Payment received by,” and if he is acting in a repre- 
sentative capacity he will enter his title over the words 
“Title or identification.” 


(d) Names and amounts.—Starting with sheet number 1 of 
ACP-10, enter on ACP-11 in the same order as the names appear 
on ACP-10, the name of each person for whom a claim has been - 
made for administrative expenses, and enter in the second column 
of ACP-11 the approved amount of expenses for such person 
as shown on copies of ACP-9 or ACP-10 returned by the State 
Office. Continue through all sheets of ACP-10 and ACP-9 
until all names and amounts have been listed on ACP-11. Where 
an asterisk (*) appears opposite an amount in column 9 of 
ACP-9 or ACP-10, enter on ACP-11 the amount shown on 
ACP-9 or ACP-10, as submitted. However, if an entry has been 
corrected in red ink, use the corrected entry. 

(e) Disbursement of funds.—When a United States Treas- 
ury check is received by the treasurer of the association, he 
should immediately deposit the check in the bank and draw 
individual checks to the payees listed on the receipt schedule 
(ACP-11). If there are a large number of checks to be written, 
an arrangement shall be worked out by the treasurer and secre- 
tary whereby all checks will be written and ready for the treas-— 
urer’s signature prior to the receipt of the treasury check. When 
the treasury check has been deposited, checks due all payees 
(except payees who died or are absent from the county), shall be 
distributed immediately and all receipts secured therefor. 

(7) Signatures. 


1. Checks delivered in person. When a check is delivered to 
a payee, obtain his signature in the right-hand column of 
the original and first and second copies of ACP-11. Care 
shall be exercised to make certain that the payee signs 
ACP-11 in the same style as his ‘name appears in the 
first column of ACP-11 and in the same style as his name 
appears on ACP-9 or ACP-10. For example, if the name 
on ACP-10 is “Agnes Doe” sign ACP-11 “Agnes Doe” 
and not “A. Doe,” “Mrs. James Doe,” or “A. D. Doe.” 


2. Checks sent through the mail. 


(a) Inall cases where a check is mailed to a payee, the origi-- 
nal and one copy of ACP-12 should accompany the 
check. The payee should be requested to sign both 
copies of ACP-12 and to return them to the treasurer 
as soon as possible. 

(b) If the copies of ACP-12 are properly signed and re- 
turned, a notation shall be entered on ACP-11 in the 
following form: “See ACP-12 attached.” 

(c) If the payee does not return an ACP-12 properly 
signed, the canceled check may be used in lieu thereof. 
In such cases the canceled check shall be securely 
fastened to the original ACP-11, and a notation shall 
be inserted in the right-hand column of ACP-11 in 
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the following form: “Canceled Check No. —— at- 
tached.” In such cases a typewritten copy of the 
canceled check should be retained in the county files. 
Such duplicate check shall noz be signed, but the name 
of the treasurer shall be typed in the space provided 
for his signature. 


8. Check delivered to a representative of payee. 


(a) In many cases a person other than the payee is author- 
ized to receive payments on behalf of a payee and to 
sign receipts therefor. In such cases there must be 
evidence authorizing the representative of the payee 
to receive such checks. In the case of an agent there 
must be a power of attorney, authorizing the agent to 
receive the check. The agent shall sign ACP-11 as 
follows: “Thomas A. Brown 


“By: Peter Johnson”. 


The following is a sample copy of a power of attorney 
which may be used to authorize a person to receive 
a check on behalf of the payee: 


Thereby, aiihorize, 46. 02) 2.3 sece he to receive a check 
(Mr. John Doe) 

[ity Sof Speen ell , drawn payable to me by the treasurer 
(Amount) d 

Qtentien Bere esst toe: yb uile County Agricultural Conserva- 
, ee) (Brown) ; 

tion Association for services performed during ---_-------- 

(Month) 
and to sign a receipt therefor in my behalf. 


piped Ube Pe sacs 2s 

(0) If the payee died or has been declared incompetent and 

someone has been authorized to receive payments in his 

behalf, a certified copy of the court order shall be 

attached to the original ACP-11. The short certificate 

Form AAA-327 may be used for this purpose. The 

representative authorized by the court shall sign the 
ACP-11 in the following style: 


“Alice Doe Estate, 
By: John Doe, Executor”. 


(c) Corporations or firms.—No authorization is necessary in 
cases where a check is delivered to an officer or em- 
ployee of a corporation or firm. In such cases the 
recipient of the check shall sign the ACP-11 in the 

p name of the corporation or firm followed by his own 

name and title. For example: 


“John Jones Publishing Company, 
By: James Smith, Treasurer. 
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(d) In all cases where a power of attorney or court order is 
necessary, it is suggested that an additional copy of the 
power of attorney or court order be obtained and that 
such copy be retained in the county office. The original 
of such forms shall be forwarded with the original 
ACP-11. 


4, Signatures by mark.—All signatures by mark “X” on 
ACP-11 or ACP-12 must be witnessed by two persons. 

5. Check cannot be delivered.—In some cases it may be im- 
possible to disburse funds in connection with claims ap- 
pearing on ACP-9 and ACP-10. For example, if the 
payee has left the county and has not given anyone a 
power of attorney to receive his check and give a receipt 
therefor, or if the payee died or was declared incompetent 
and no representative has been appointed to administer 
his estate, or some other event has happened which makes 
it impossible to deliver the check to the payee, an explana- 
tion shall be given either on ACP-11 or on a memorandum ~ 
attached to ACP-11, indicating the reason why the check 
cannot be delivered to the payee. Delete the name of such 
payee and the amount appearing opposite his name on 
ACP-11 by drawing a line through such entries in such 
a manner that the name and amount are legible. 

6. Receipts for previous months.—If it was impossible to 
deliver a check to a payee during a previous month and if 
such check was delivered during the current month and a 
receipt obtained therefor, the name of such payee shall not 
be entered on ACP-11 for the current month. In such — 
cases an ACP-11 shall be prepared and marked “B-1— 
Supp.,” or “B-2-Supp.,” etc., as the case may be. The 
entry in the space following the words “the period from” 
shall be the name of the month shown on ACP -9 or 
ACP-10 upon which the claim was approved for payment. 


(g) Totals. 

1. Where signatures have been obtained for all payees 
listed on ACP-9 and ACP-10 for a single month the total 
shall be obtained for all amounts appearing in the second 
column of ACP-11, such total to be entered on the last line 
of the last sheet of ACP-11. The ACP-11 shall be at- 
tached to the voucher (ACP-8) and the Expense State- 
ments (ACP-9 and ACP-10) for the current month when — 
such forms are forwarded to the State office. 

2. In cases where signatures have been obtained for most of the 
payees listed on ACP-11 and where it ¢s possible to obtain 
the signatures of the remaining payees within sixty days 
after approval of ACP-9 and ACP-10, the ACP-11 shall 
not be forwarded to the State office until all such signatures 
have been obtained. 

8. In cases where all signatures have been obtained, except 
those which cannot be obtained within a sixty day period, — 
a total shall be obtained for all amounts shown on ACP-11 
for which receipts have been obtained. The remaining — 
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entries on ACP-11 will be deleted and a memorandum of 
explanatton covering such deleted items, indicating the 
reason why receipts could not be obtained from the payees 
shall accompany ACP -11 to the State office. 

4. When signatures of payees have been obtained on supple- 
mental forms ACP-11, a separate total shall be obtained 
for each supplemental ACP-11. For example, if dur- 
ing the month of June, signatures were obtained for obli- 
gations incurred in March, April, and May, a separate 
supplemental ACP-11 shall be prepared for each month. 
Such supplemental Forms ACP-11 shall be forwarded to 
the State office with the current voucher. 


(h) Verifications.—When all signatures have been obtained 
on ACP-11 every entry shall be very carefully examined to ascer- 
tain that it meets with the requirements hereinbefore set forth. 
It is suggested that every precaution be taken to avoid suspen- 
sions in the State office since such suspensions require many 
changes both in the voucher (ACP-8) and in the Receipt 
Schedule (ACP-11). 

(i) The certification—The signature of the treasurer shall 
be entered on the original and first and second copies of ACP-11 
in the space provided therefor. The treasurer’s name shall be 
typed on the remaining copies. It is very important that this 
signature be identical with the name of the treasurer as it appears 
on the treasurer’s bond. If more than one sheet of ACP -11 is 
required the treasurer shall sign the original and first copy of 
each sheet. 


BE. ACP-8 and ACP-8a.—Public voucher for payments to agricul- 
tural conservation associations or committees of producers. 


1. Purpose.—(a) This form is the voucher form used to 
certify payments for administrative expenses. Payments are 
certified in favor of the treasurer of an association for distribu- 
tion to the persons who are entitled to receive such payments. 

9. Preparation of form. 

(2) Number of copies.—Prepare ACP-8 in quintuplicate 
(original on ACP-8 and four copies on ACP—8a). Retain one 
copy of ACP-8a in the county office and forward the original 
(ACP-8) and three copies (ACP-8a) to the State Office. 

(6) Fill in the top part of ACP-8 as follows: 


(1) Make no entry after the letters “D. O. Vou. No.” 

(2) Enter after the word “No.,” in the uper right-hand corner 
of the form, the statement number appearing on ACP—9 
and ACP-10, such number to be folowed by the 
name of the month. Enter immediately below such 
number the State and county code. For example, 
“(B-2, April),” “(B-3, May),” ete. 

(33-062 ) (33-062 

(3) Enter opposite the letters “U. 5.” and over the words 
“Department, Bureau or Establishment,” the words 
“A oriculture, AAA, North Central Division.” 

(4) Make no entry after the word “Appropriation.” 
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(5) Enter after the words “The United States Dr. to,” the 
name of the treasurer of the association, followed by the 
abbreviation “Treas.,” the name of the county or counties 
included in the association, and the abbreviation “Co. 
A.C. A.” For example, “John A. Doe, Treas., Adams 
Co. A. C. A.” The name of the treasurer must agree 
exactly with his name as it appears on the treasurer’s 
bond. 

(6) Enter opposite the word “Address,” the address of the 
association. The address shall include the post. office 
box number or the number of the building or any other 
designation which will assist in locating the association 
office. 


(c) Change the language of line 6 to read as follows: “Amount 
of expenses for period (as per ACP-9 attached).” ; 

(d) For the purpose of explaining the procedure for making 
the entries on lines 1, through 7, of ACP-8, the following 
example will be used. 


Date submitted. ____- 4-5~37| 5-3-37 | 6-4-37 | 7-4-37 | 8-3-37 | 9-29-37 
Month covered ___-___ March! April | May June July August 


1. Balance to be ac- 
counted for: 

(a) Unexpended 

balance, pre- 


vious vouch- 
Crete Cees $0 $0 $20. 00; $73.00) $18. 00) $400. 00 
(b) Checksreceived_| 0 1500. 00}! 600. 00 0 1 392. 00) ! 600. 00 
1 690. 00 
(c) Collections___-— 0 0 3. 00 10. 00 0 0 
Dota tee 0 500. 00) 623. 00 83. 00)1, 100. 00/1, 000. 00 
2. Expenditures this 
period (as per 
ACP-11 and 
ACP-12 at- 
LaKoleveteh) ee 0 480. 00} 550. 00 65. 00; 700. 00)1, 000. 00 
8. Amount of pay- 
ments unexpend- 
ed (IL-1 minus 
1542) Sore ween’ oF 0 20. 00} 73. 00 18. 00} 400. 00 0 
4. Amount of unpaid 


obligations______ 0 20. 00} 65.00) 400.00} 400. 00 0 
5. Amount of unobli- 
gated balance 
(L-~38 minus 
[4 Seas Seat 0 0 2 8. 00) ? 382. 00 0 0 
6. Amount of ex- 
penses for period 
(as per ACP-9 
AUUSCMCC) =a 500. 00} 600. 00) 400. 00] 700. 00 600. 00} 700. 00 
7. Amount of pay- ; 
ment required 
(L-6 minus 
5} ee eee 500. 00} 600. 00} 392. 00/1, 082. 00! 600. 00} 700. 00 


1 No. of check and name of disbursing officer must also be shown. 

2 $8.00—$3.00 collection, $5.00 overclaim. 

* $382.00—Check for May in the amount of $392.00 not received and 
$10.00 collection results in a minus unobligated balance of $382.00. 


Fill in the blank spaces in lines 1 through 7, as follows: 


1. Enter on line 1 (a) the same entry which appears in line 3 
of the ACP-8 covering the previous month; for example, 
the entry on line 1 (a) for the March voucher will be 
zero. The entry for the April voucher will be zero. The 
entry for the May voucher will be $20.00, which entry 
is the same as the entry appearing on line 8 of the April 
voucher, 

2. Enter on line 1 (b) the number and the amount of the 
check received by the treasurer of the association for ex- 
penses approved on the voucher for the previous month. 
The name of the disbursing officer who drew the check for 
administrative expenses shall also be shown on line 1 (b). 
For example, the entry on line 1 (b) of the March voucher 
will be zero; the entry on the April voucher will be 
$500.00; the entry on the May voucher will be $600.00; 
the entry on the June voucher will be 0; the entries on 
the July voucher will be $392.00 and $690.00, and the 
entry on the August voucher will be $600.00. It will be 
noted that the entry on lne 1 (b) for the June voucher 
is zero. This is due to the fact that the check covering 
administrative expenses for the month of May had not 
yet been received by the treasurer at the time the June 
voucher was prepared. The entries on line 1 (b) for 
the July voucher show that the checks for May and June 
expenses were both received during the previous month; 
therefore, a separate entry is shown on line 1 (b) for 
each check. The amount of the check should agree with 
the amount shown on line 9 of the copy of ACP-8 which 
was returned by the State office, covering expenses for 
the previous month. If the disbursing office sends a 
check which is in an amount other than that appearing 
on line 9 of ACP-8, return the check to the disbursing 
office with a request that a check be issued in the correct, 
amount. When the check is returned to the disbursing 
office, enclose a copy of ACP-8 so as to assist the dis- 
bursing office in locating and correcting the error. The 
disbursing office will cancel the erroneous check immedi- 
ately upon receipt thereof and will issue and mail to 
the treasurer of the association a corrected check. 

3. Enter on line 1 (c) the amount of collections made by the 
treasurer of the association since the date that the last 
voucher was submitted to the State office. Such collec- 
tions may arise from overpayments to persons named on 
ACP-9 and ACP-10, or from the sale or disposal of 
equipment or other property of the association which is 
no longer necessary for the proper conduct of the business 
of the association. In ali cases where an amount is 
shown on line 1 (c), there must be a memorandum over 
the signature of the president or secretary of the associa- 
tion (a copy of which must be attached to each copy of 
ACP-8 and ACP-8a), explaining each collection in detail, 
giving the following information: 
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(a) The name of the payee and the program with respect to: 
which the association made payment to him. 

(b) The sheet number, line number, and statement number 
of ACP-9 or ACP-10 on which the claim was listed, 
if such information is available. 

(c) The amount paid to him in error and the amount of © 
the collection. . 

(d) The reason why the collection was made. For example, 
the June voucher shows a collection of $10.00. A 
memorandum similar to the following shall be 
prepared : 


Re: Explanation of collection and entry for unobligated 
balances. 

(a) Payee, Joun J. Dor—Crop Insurance Program. 

(0) Sheet 5, line 3, ACP-10, Statement No. B-2, April. 

(c) $10.00 excess payment made and $10.00 collected. 

(d) Error was discovered on ACP-21 showing that John J. Doe did 
not perform services on April 7 and 8 as shown on ACP -10 for 
April 1937. The amount of the collection also appears on line 5 


James A. MurpHy, President. 


4, Enter in the space following the “$” on line 1 (c), the total 
of the entries on lines 1 (a), 1 (b), and 1 (c). 

5. Enter on line 2 the amount for which receipts are being 
submitted to the State office with the current voucher. 
This amount will be the total appearing on ACP-11, for 
which acceptable receipts have been obtained. If supple- 
mental Forms ACP-11 are submitted with the ACP-11 
for the previous month, enter on line 2 of ACP-8 the total | 
of the acceptable receipts on all supplemental Forms 
AOP-11, and the total of the acceptable receipts on 
ACP-11 for the previous month. When an overclaim on 
ACP-9 or ACP-10 is discovered, before payment has been 
made to the payee and before a receipt for the amount of 
the original claim has been signed by the payee, the 
amount of the receipts for the month will be less than the 
the amount approved on ACP-9 and ACP-10. The bal- 
ance which is unexpended because of the overclaim will 
be included on line 3 as an unexpended balance and on 
line 5 as an unobligated balance. If there is an overelaim 
and a collection for a single month, an explanation of the 
sale on line 2 and line 5 shall be given in the following 

orm: 


Re: Explanation of collection, overclaim, and wnobli- 
gated baiance on May voucher. 
Line 1 (c)—Collection 
(a) Payee, Mary A. JonE:.—Agricultural Conservation Program. 
(b) Sheet 4, line 7, ACP-10, Statement No. B—1, March. 
(c) $3.00 excess payment made and $3.00 collected. 
(d@) Mary A. Jones did not work on March 4 as reported on ACP-10. 
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Overclaim 


(a) Payee, Ben Davis SuPPLY Co. 

(b) Sheet 5, line 12, ACP-9, Statement No. B-2, April. 

(c) Claim for $5.00 for two quires of stencils canceled when stencils 
proved unsatisfactory and were returned before payment was 


made. 
Unobligated Balance 
(1) Collection—EHrror on ACP-10___----------------------~---- $3. 00 
(2) Overclaim—Merchandise returned__----------------------- 5. 00 
Wnoblizated balance: “2225 2=) -=-— 8. 00: 


(a) If receipts were obtained for the full amount approved 
on the previous voucher, the total amount of such re- 
ceipts shall be entered on line 2. 

(0) If receipts have not been obtained for the total amount 
which was approved on the previous voucher, but if 
it is possible to secure the remaining receipts within 
the 60-day period next following the date of approval 
of the previous voucher, the amount of such receipts 
shall not be entered on line 2 and the receipts for the 
funds disbursed shall not be forwarded to the State 
office with the current vouchers, but shall be retained 
in the county office until the remaining receipts have 
been obtained. In such a case a zero shall be entered 
on line 2 of ACP-8. The ACP-11 shall be forwarded 
to the State office with a succeeding voucher. 

(c) If receipts have not been obtained for the full amount 
approved on the previous voucher, and if it well not 
be possible to secure all of the receipts within the 60- 
day period next following the date of approval of 
the previous voucher, the total amount for which re- 
ceipts have been obtained shall be entered on line 2. 
Of course, in this type of case it will be necessary 
to give an adequate explanation indicating the reason 
why the remaining receipts could not be obtained. In 
the example previously shown, of the $500.00 received 
for March expenses $480.00 were disbursed and ac- 
ceptable receipts obtained therefor. The entry of 
$480.00 is shown on line 2, leaving an unexpended bal- 
ance of $20.00, with $20.00 of obligations remaining 
unpaid. During the next month receipts were not ob- 
tained for the $20.00, but receipts were obtained for 
4550.00 of the $600.00 of April expenses, so that the 
entry on line 2 shows $550.00. The entry on line 2 
for the June voucher shows $65.00, which 1s composed 
of $20.00 for the March expenses, $45.00 ($50.00 minus 
$5.00 overclaim) for the April expenses. Receipts for 
these amounts are shown on supplemental Forms 
ACP-11 attached to the June voucher. The entry on 
line 2 for the July voucher shows $700.00 which covers 
the $700.00 of expenses for June. The entry on line 2 
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for the August voucher shows $1,000.00, $400.00 o: 
which covers expenses for May and $600.00 of which 
covers expenses for July. 


6. The entry on line 8 shall be obtained by subtracting from 
the total on line 1, the entry on line 2. ; : 

7. Enter on line 4, the amount of all obligations which are 
listed on approved forms ACP-9 and ACP 10 for all 
months previous to the month covered by the current 
voucher, for which acceptable receipts have not been sub- 
mitted to the State office or which are not attached to 
the current voucher and which are still due at the time 
the current voucher is submitted. The amount of un- 
paid obligations shall not include the expenses for any 
person previously submitted and disallowed, nor shall 
there be included any amounts which have been allowed 
but which have been found to be overclaims. If the 
treasurer has disbursed all of the funds received in con- 
nection with the voucher for the previous month, but has 
not received receipts for all of such amounts, and if the 
receipts covering the expenditures for the previous 
month are being withheld in the county office and have 
not been submitted with the current voucher, the total 
of all expenditures made during the previous month will 
be shown as unpaid obligations on line 4 notwithstand- 
ing that all or part of the funds have already been dis- 
bursed and receipts have been obtained for the greater 
part of such expenditures. If receipts have been sub- 
mitted for all, except one or two payees, and if receipts 
for such payees could not be obtained within the 60-day 
period, the amount for which such receipts could not be 
obtained will be included as unpaid obligations of the 
association. The amount to be shown on line 4 will be 
the total of all approved amounts shown in column (9) 
of ACP-9 and ACP-10 for all months since March 1, 1987, 
less the amounts which have been accounted for in one 
of the following ways. 


(a) By being included in the amount entered on line.2 of 
a previous ACP-8 supported by acceptable receipts 
and approved by the certifying officer. | 

(5) By being included in the amount entered on line 2 of 
the current voucher and supported by an accept- 
able receipt. 

(c) By being included as an overclaim as a part or all of 
the unobligated balance entered on line 5 of this or 
a prior voucher and supported by the required mem- 
orandum of explanation showing the nature and 
amount of the overclaim. For example, the entry on 
line 4 for the March voucher is zero. This is due to 
the fact that no obligations of the association have 
yet been approved. The entry on line 4 of the April 
voucher is $20.00 which is derived by subtracting from 
the amount of obligations approved for the month of 
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March ($500.00), the amount of acceptable receipts 
which were submitted to the State office ($480.00). 
The entry on line 4 for the May voucher is $65.00. 
This amount is derived by subtracting from the 
amount of expenses approved since March 1, 1937 
($1,100.00), the amount of acceptable receipts which 
were submitted to the State office ($1,030.00), and by 
subtracting from the result so obtained the amount 
of overclaims which have been discovered since March 
1, 1937 ($5.00). The entry on line 4 for the June 
voucher is $400.00, which is derived by subtracting 
from the total approved expenses ($1,500.00), the 
amount of acceptable receipts submitted to the State 
office ($1,095.00), and by subtracting from the result 
so obtained the amount of all overclaims ($5.00). 
The entry for the July voucher is $400.00 which is 
derived by subtracting from the total approved ex- 
penses since March 1, 1937 ($2,200.00) the amount for 
which acceptable receipts have been submitted to the 
State office ($1,795.00) and by subtracting from the 
result so obtained the amount of all overclaims 
($5.00). The entry on line 4 for the August voucher 
is zero, which is derived by subtracting from the total 
expenses ($2,800.00) the amount for which acceptable 
receipts have been obtained ($2,795.00) and by sub- 
tracting from the amount so obtained the amount of 
all overclaims ($5.00). 


8. Enter on line 5, the difference between the entries on line 
8 and line 4. If the entry on line 3 is larger than the 
entry on line 4, enter on line 5 the result obtained by sub- 
tracting from the entry on line 3, the entry on line 4. If 
the entry on line 4 is larger than the entry on line 3, enter 
on line 5, the result obtained by subtracting from the entry 
on line 4, the entry on line 3, such difference to be preceded 
by a minus sign (—). Special care shall be exercised to 
determine that the entry on line 5 is correct and that if a 
minus sign (—) is necessary, that such minus sign (—) 
has been properly entered. An entry will appear on line 
5 only when one or more of the following situations exist: 


(a) Collections have been made. 

(6) Overclaims have been discovered on ACP-9 and 
ACP-10 before payment was made. 

c) The check for a prior month has not been received. 

d) The entry on line 9 of ACP-8 for the previous month 
was less than the amount required to pay all approved 
obligations of the association, as shown on copies of 
ACP-9 and ACP-10 returned by the State office. 


If either of cases (a) or (0) occurs separately, the entry 
will be a positive figure, whereas if (¢) or (d) occurs, 
the entry will be preceded by a minus sign. Where a 
combination of the situations described under (a), (0), 
(c), and (d) exists, the entry may be either a positive 


9. Enter on line 6, the correct total of the amounts appearing 


10. Enter on line 7, the result obtained by subtracting from 


11. Make no entries following the words “Approved for 


12. When ACP-8 has been verified by the president or vice 
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figure or a negative figure, depending upon the portion of 
the total entry attributable to each cause. In the ex- 
ample case there are entries on line 5 for the May and 
June vouchers. The $8.00 entry on line 5 of the May 
’ voucher is due to a $3.00 collection and a $5.00 overclaim. 
The entry on line 5 of the June voucher is due to the 
$10.00 collection which was made and the failure to re- 
ceive the $392.00 check for May expenses. The collection 
would make a positive $10.00, the failure to receive the 
check would make a negative $392.00, with a net result 
of a negative $382.00. 


in column (9) of ACP-9 and ACP-10 for the current 
month. 


the entry on line 6, the entry on line 5. If the entry on 
line 5 is preceded by a minus sign (— ), the entry on line 
7 will be equal to the sum of the entries on lines 5 and 6, 
disregarding the minus sign (—). For example, the 
expenses for May are $400.00 and there is an unobligated 
balance of $8.00, leaving a net total of $392.00, which 
represents the additional funds necessary in order to 
liquidate the indebtedness of the association for all ap- 
proved expenses up to and including the month of May. 
It will be noted that when the June voucher was sub- 
mitted to the State office, the check for May expenses 
had not yet been received in the county office, that a 
collection of $10.00 had been made, and that the unpaid 
obligations are $400.00, leaving an unobligated balance 
on the June voucher of $382.00, preceded by a minus 
sign (—). This means that the association has a de- 
ficiency of $382.00 carried from the previous month and 
that the payments necessary to liquidate the obligations 
of the association will be $382.00 in addition to the June 
expenses. ‘The expenses for June are $700. Therefore, 
the treasurer will need $1,082.00 to liquidate the expenses 
of the association. 


” and over the words “State Executive Officer.” 


president, and by the secretary or acting secretary, they 
shall sign all copies of ACP-8 in the space provided 
for their signatures. 


13. Make no entries below the double line, over the words 


“PAYEE MUST NOT USE THIS SPACE.” 
IV. Erasures and corrections.—All erasures or correct 


ions ap- 


pearing on ACP-8, ACP-9, ACP-10, or ACP-11 must be initialed by 
one of the persons in the county office who certifies such form. 


U.S. GOVERNMENT PRINTING OFFICE: 1938 
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NCR-204—Suppl. No. 5 \ Issued June 15, 1988 


TURE 
AGRICULTURAL ABIU MENT ~ADMINISTHATION 
ENTRAL DIVISION 


i 


@ ment of Agriculture 
PROCEDURE FOR THE ELECTION OF COMMITTEEMEN 


AND OPERATION OF COUNTY AGRICULFURAL CON- 
SERVATION ASSOCIATIONS _EOR 


[SUPPLEMENT NO. 5] 
NCR-204, issued November 1, 1937, is hereby amended as follows: 


1, Part X of NCR-204 is amended to read as follows: 


PART X. SUBMITTING ASSOCIATION EXPENSE FORMS, ACP-8, ACP-9, 
ACP-10, ACP-11, AND ACP-12 FOR MARCH AND SUBSEQUENT 
MONTHS 


Forms ACP-8, ACP-9, ACP-10, ACP-11, and ACP_12 for March 
should have been numbered, “C-1, March.” Forms ACP-9 and 
ACP-10 for March should have included all association expenses 
meurred during March 1938. Claims for equipment for which 
invoices are dated in March should have been considered as March 
expenses. Claims for telephone service, rental of equipment, or other 
services may have been considered as March expenses if the final day 
of the period for which claim was rendered occurred during the 
month of March. Form ACP-8 for March should have been pre- 
pared in the same manner as though the March voucher was not paid 
from a new appropriation. It was not necessary to close out com- 
pletely the account for the period ending February 28, 1938, as was 
done in 1937. Receipt Schedule Forms ACP-11, collections, and 
unexpended balances from the February 1938, or earlier vouchers 
may have been stated on the March voucher. 

A supplemental February voucher numbered, “B-12a” should have 
been submitted by each association which had supplemental claims 
for February or earlier months. Such supplemental claims should 
have included reclaims, if any, for the months up to and including 
February 1938. Every reasonable effort should have:been made to 
include all supplemental claims and reclaims on the supplemental 
_ account numbered, “B-12a.” Only in very exceptional cases should 
there have been submitted an additional supplement numbered 
“B-12b.” 


2. Part XI, Section I, subsection A, is amended to read as follows: 


A. Under the procedure to be followed in connection with the 
handling of administrative expenses of county associations, the fol- 
lowing forms shall be used: 
1. ACP-8, Revised—Public voucher for payments to agricul- 
tural conservation associations or committees of producers. 
75686°—38 
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2. ACP-8a, Revised.—Public voucher for payments to agricul- 
tural conservation associations or committees of producers 
(memorandum copy). 

. ACP-9, Revised.—Statement of administrative expenses. 

: ACP-10, Revised.—_Statement of administrative expeney 

(continuation sheet). 

ACP-11, Revised.—Receipt schedule. 

. ACP- 12, Revised.—Individual receipt. 

, ACP-15.—Bond of treasurer of county agricultural con- 
servation association. 


a. Rider No. 1 to Form ACP-15. 
b. Rider No. 2 to Form ACP-15. 
c. Rider No. 3 to Form ACP-15. 


8. ACP-21. —Monthly certificate of expenses for personal serv- 
ices and travel. | 
. ACP-87.—Schedule of exceptions. 
. NCR-County No. 7—Distribution of monthly expenses 
among various programs administered by the county agri- 
cultural conservation association. 


SID BOO 


© so 


The word “Revised” is hereinafter omitted wherever reference is 
made to any of the foregoing forms. 


3. Part XI, Section II of NCR-204 is amended to read as follows: 


II. General Procedure for Claiming and Paying Association 
Expenses.—A. On the last day of each month or not later than the 
fifth day of the following month, each person who has performed 
personal services or has traveled for the association shall file with 
the association secretary a signed copy of ACP-21, Form ACP -21 
together with invoices and receipts for miscellaneous items should 
be used as a basis for preparation of ACP-9 and ACP-10. After 
all expenses have been listed on ACP-9 and ACP-10, ACP-8, and 
NCR-County No. 7 should be prepared. When completed and prop- 
erly certified, ACP-8, ACP-9, ACP-10, and NCR-—County No. 7, 
together with supporting documents, shall be forwarded to the State 
office. Payment will be made on the basis of actual expenses as 
itemized and approved on ACP-9 and ACP-10. The State office 
will examine these forms and if they are found satisfactory, the 
necessary forms will be certified for payment and forwarded to the 
regional disbursing office. If any errors are found in the forms, a 
letter of exception (ACP-37) will be prepared. A copy of ACP-8, 
ACP-9, ACP-10, and NCR-—County No. 7 as approved by the State 
committee, together with ACP-87, if such a form was required, will 
be forwarded to the county office. "The copies of ACP-9 and ACP-10 


which were returned by the State office should be used as a basis — 


for the preparation of ACP-11. If any items thereon were cor- 
rected in red ink, the corrected items shall be shown on ACP-11. 
A United States treasury check will be mailed from the regional 
disbursing office directly to the bonded treasurer, who will disburse 
the funds to the persons and in the amounts shown on the approved 
copies of ACP-9 and ACP-10, and who will obtain receipts there- 
for by having the fayees sign ACP-11 or ACP-12, Signed receipts 
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will be transmitted to the State office with voucher form ACP-8 for 
the succeeding month. 

__ All erasures or corrections appearing on ACP-8, ACP-9, ACP-10, 
ACP-11, or NCR-County No. 7 must be initialed by one of the 
persons in the county office who certifies such form. 


A. Part XI, Section ITI, subsection A, is amended to read as 
follows: 


A. Forms ACP-15 and Riders 1, 2, and 3 thereto—Bond of treas- 
urer of county agricultural conservation association and riders 
thereto. 

The treasurer of each association is required to furnish a 
bond and where necessary the riders thereto in accordance with 
the provisions of NCR-204, Supplement No. 1, issued J anuary 6, 
1938. No voucher for association expenses will be approved for 
payment until the State office has received notice from the 
Director of the North Central Division that the treasurer’s 
bond and any necessary riders thereto have been approved. 


5. Part XI, Section III, subsection C, paragraph 1, is amended to 
read as follows: 


1, Purpose.—This form shall be used to itemize all expenses in- 
curred during a month in connection with the agricultural conser- 
vation or other programs administered in the county or counties 
covered by the association. An item for expense will not be allowed 
unless a claim for such expense is listed on ACP-9 or ACP-10. 
| ACP-10 is to be used when there is not a sufficient amount of space 
on ACP-9 to show the names of all persons making claim for com- 
pensation and travel. In such cases, as many sheets of ACP_10 shall 
be used as are necessary to list all claims for compensation and 
services. ACP-9 will always be the top sheet. 


6. Part XI, Section III, is amended by the addition, immediately 
following subsection E thereof, of the following new subsec- 
ha tion F: 


F. Form NCR-County No. 7.—Distribution of monthly expenses 
among various programs administered by the county agricultural 
conservation association. 

1, Purposes.—This form shall be used to estimate and apportion 
| the expenses incurred during the period among the various programs 

which are administered by the county association. 
|__, 2. Preparation of form.—(a) Number of copies—Prepare NCR- 
| County No. 7 in triplicate (original and two copies). Retain one 
| copy and forward the original and first copy to the State office with 
) the related ACP-8. 
| (6) Enter in the county column opposite the name of the appli- 
| cable program the estimated amount of the entry on line 7 of ACP_8 
| which was incurred in connection with the administration of such 
| program. Where a portion of the expenses of the association was 
Incurred in connection with the crop insurance program, determine 


+ 


that the amount on line 8 in the county column is equal to the sum — 
of the semi-monthly expense report of the crop insurance supervisor 
for the corresponding period. Enter on line 15 of the county column 
the total of the amounts appearing in such column, which total mus 
be equal to the amount on line 7 of ACP-8. . 

(c) Make no entry in the State column, since this column is re- 
served for use by the State office in making adjustments necessitated 
by administrative exceptions which may be taken by the State office. — 
After entries are made in the State column by the State committee, 
Form NCR-County No. 7 will be approved by a designated member — 
of the State committee and the copy returned to the county com-_ 
mittee. 

(d) The president and secretary of the association should sign — 
in the lower right-hand corner in the spaces provided for their 
signatures. 


7. Part XI is amended by deleting Section IV thereof. 
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PROCEDURE FOR THE ELECTION OF COMMITTEEMEN | 
AND OPERATION OF COUNTY AGRICULTURAL CON- 
SERVATION ASSOCIATIONS FOR 1938 


[Supplement No. 6] 


-NCR-204, issued November 1, 1937, is hereby amended as follows: 


Part XI, Section III, subsection F, item 2 (b) is amended to read 
as follows: 

(6) Enter in the county column opposite the name of the appli- 
cable program, except the Commodity Loan Programs for months 
during which collections have been made for commodity loans, the 
estimated amount of the entry on line 7 of ACP-8 which was in- 
curred in connection with the administration of such program. In 
cases where collections have been made for commodity loans, the 
amount of the estimated expenditures for commodity loans minus 
the amount of collections for commodity loans entered in line 1 (c) 
of Form ACP-8 should be entered in the county column. If the 
amount of collections exceeds the amount of estimated expenditures 
for commodity loans, the difference, preceded by a minus sign, should 
be entered in the county column. 

Examere: Estimated expenses for the Agricultural Conservation 
Program, Sugar Program, and Crop Insurance Programs were, $800, 
$900, and $100, respectively. A collection of $200 was made for crop 
loans on wheat, while estimated expenses for crop loans on wheat 
were $100. The entry in line 7 of voucher Form ACP-8 was $1,000. 
Entries in the county column of Form NCR-County No. 7 should be 


as follows: 


1938 Agricultural Conservation Program __—--~~~---~-------- $800. 00 
1938 Sugar Program under the Sugar Act (One TOR Ga ee ee 200. 00 
Crop Insurance Program for Wheat_----------------------- 100. 00 
1938 Crop Loans on Wheat_-------------------------------- —100. 00 

GUN Bile ee ee ee ee 1, 000. 00 


Enter on line 15 of the county column the total of the amounts 
appearing in such column, which total must be equal to the amount 
on line 7 of ACP-8. 
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PROCEDURE FOR THE ELEQTION QEif OMMITTEEMEN 
AND OPERATION OF COUNTY AGRICULTURAL CON- 
SERVATION ASSOCIATIONS FOR.1938. 


[Supplement No. 7] 


— NCR-204, issued November 1, 1937, is hereby amended by the addi- 
a at the end thereof of the following new parts, XII, XIII, and 
nV: 


_ PART XII. PROCEDURE FOR HANDLING COLLECTION OF FEES UNDER 
| COMMODITY LOAN PROGRAMS 


A. Types of Fees.—In connection with the Commodity Loan Pro- 
grams the treasurer will be responsible for the collection of three 
| types of fees. These types of fees are as follows: 


1. Preliminary inspection fee.—Whenever a person applies 
for a loan on a commodity stored on the farm he must pay the 
treasurer a preliminary inspection fee of $3. This preliminary 
fee of $3 must be paid before the farm storage facilities are 
inspected. 

9. Sealing fee.—This fee will be paid upon completion of the 
loan documents, and applies to the inspection and sealing of the 
commodity stored on the farm. The total amount of the sealing 
fee will be determined at a rate set by the county committee with 
the approval of the State committee. After the total amount of 
the sealing fee is determined, the amount which must be paid 
upon completion of the loan documents is the total sealing fee less 
the amount of the preliminary fee, which has been paid. If nec- 
essary, the borrower may pay the sealing fee from the proceeds of 
the loan by so indicating on his Letter of Transmittal. 

3. Warehouse loan fee.—Whenever the person applies for a 
loan on a commodity stored in an approved public warehouse he 
must pay a warehouse loan fee of $1.50. This warehouse loan fee 
must be paid to the treasurer upon the completion of the loan 
documents. 


B. Forms CL-2. Receipt Form. 


1. Purpose.—For each fee received in connection with a com- 
modity loan program a properly executed receipt on Form CL-2 
} must be issued to the person paying the fee. Receipt Form CL-2 
will be prepared in duplicate and the original thereof must be 
given to the person paying the fee. Hach Receipt Form CL-2 
has a serial number in the upper right-hand corner. The State 
committee maintains a record of the serial numbers of the re- 
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modity loans must be deposited in the regular account of the count 
association. Wherever practical, such fees must be deposited the same 
day such fees are received. 


ceipt forms furnished to the treasurer and the treasurer is held 
strictly accountable for all receipt forms furnished to him. The 
receipt forms will be in pad form, bound in such a manner that 
one yellow carbon copy will be made of each receipt issued. 

2. Preparation of form.— 

(a) Number of copies: Prepare CL-2 in duplicate (original 
and one copy). Retain the yellow copy and deliver the original - 
to the person who paid the fee. q 

(b) Entries: Prepare all receipts with indelible pencil. — 
Make certain that a piece of carbon paper is properly between — 
the original and the yellow copy so that one exact copy of each — 
receipt will be made. ' i 

Enter the loan serial number in the upper right-hand corner — 
on the line headed “Loan Serial No.” if the loan papers have — 
been completed and a serial number has been asian If the | 
fee is a preliminary fee, enter the abbreviation of the word | 
“preliminary,” “Prelim.,” in the space provided for the loan serial 
number. Enter in the space immediately following the words — 
“Commodity Loan Program” the name of the commodity on 
which the loan is being made. Enter the name of the county 
and State in the spaces provided therefor. 

Enter in the space immediately following the words “Re- 
ceived of” the exact name of the person paying the fee. If the 
sealing fee was paid from the proceeds of the loan by a check 
drawn by the Commodity Credit Corporation, the borrower shall 
be listed as the person paying the fee. Enter in the space im- 
mediately following the word “Address” the correct mailing 
address of the person paying the fee. Enter in the space im- 
mediately following the word “for” the type of the fee. Enter 
in the space immediately following the words “commodity loan 
on” the number of bushels and the name of the commodity on 
which the loan is being made, as, for example, 300 bushels wheat. — 
Enter in the space immediately following the words “identified — 
as follows” the serial number of the farm, the location of the — 
farm, and the name of the borrower. For example, if John 
B. Smith operating farm number 198 in Harrison Township, 
located in the NW, of sec. 6, is the borrower, entries would be | 
made in the space immediately following the words “identified — 
as follows” in the following manner: “Farm No. 198, NW14 sec. 
6, Harrison Township, John B. Smith, Borrower.” . 


Enter in the spaces provided therefor in the lower left-hand 
corner the amount of the fee which has been received and the — 
date on which such fee was received. The treasurer or the per- 
son who receives the fee for him will sign his own name on the — 
line for signature in the lower right-hand corner. If the treas- 
urer receives the fee himself, he will delete the word “for” 
immediately preceding the words “Association Treasurer.” 


C. Disposition of fees.—A1] fees collected in connection with coms, ! 
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D. Form NCR-County No. 9, Report of Collections Under Com- 
modity Loans.— 


1. Purpose.—This form shall be used to report all collections 
of fees under commodity loans during the period for which the 
related ACP-8 is transmitted. 

2. Preparation of form. 

(a) Number of copies: Prepare NCR-County No. 9 in quin- 
tuplicate (original and four copies). Attach the original to the 
related ACP-8 and attach a carbon copy to each of the related 
forms ACP-8a. 

(b) Enter the name of the county and State in the spaces 
provided therefor in the upper right-hand corner. Enter in the 
space immediately following the word “No.” the same entry that 
is made on the related ACP-8 in the second blank space in the 
upper right-hand corner of the ACP-8 following the word “No.” 

Enter data for the six columns on NCR-County No. 9 with 
respect to each collection on a separate line. NCR-County No. 9 
should show all fees which have been collected since the pre- 
vious report of collections under commodity loans was trans- 
mitted. 

In making entries for a fee which has been collected, enter in 
column (1) the date the fee was received; enter on the same 
line in column (2) the receipt number of the receipt which was 
issued for such fee; enter on the same line in column (3) the 
name of the borrower; enter on the same line in column (4) the 
loan serial number; enter on the same line in column (5) the 
total number of bushels in the loan documents if the receipt is 

‘for a sealing fee or warehouse loan fee; and enter on the same 
Iie in column (6) the amount of the fee shown on the receipt. 

If more than one sheet of NCR-County No. 9 is necessary, as 
many more sheets should be used as are necessary. Where more 
than one sheet is used, the number of the sheet must be inserted 
in the space provided therefor in the upper left-hand corner. 
The sheets should be arranged consecutively and so that the last 
sheet is on top and the first sheet is on the bottom. After the 
forms are completed, the treasurer should sign and date the 
certification at the bottom of NCR-County No. 9. The certifica- 
tion on the bottom of NCR-County No. 9 need be executed by 
the treasurer only on the last sheet. 


E. Entries on ACP-8 Pertaining to Fees.—All fees collected in 
connection with commodity loan programs must be shown on line 1 
(c) of the first ACP-8 submitted by the county association following 
the collection of the fees. 


PART XIII. PROCEDURE FOR HANDLING COLLECTIONS OF PENALTIES 
UNDER MARKETING QUOTA PROGRAMS 


: A. Types of Collections.—In connection with the cotton market- 
ing quota, the treasurer will be responsible for collecting three types 
of collections. These types of collections are as follows: 


1. Funds tendered as payment of penalties.—Whenever a 
person markets cotton in excess of his marketing quota, payment 


a eas 
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must be made to the treasurer at the rate of 2 cents per pound for 
excess cotton marketed unless a fund has been deposited with the 
treasurer or a bond of indemnity has been furnished to secure 
the payment of the penalty. 

9. Funds deposited with the treasurer to secure the pay- 
ment of the penalty.—Whenever a person who produces cotton 
in excess of his marketing quota deposits with the treasurer a 
fund to secure the payment of the penalty, such fund will be 
held in escrow by the treasurer and such part thereof as is re- 
quired to pay the penalty will be used for that purpose, and the 
balance, if any, refunded to the remitter. 

3. Funds tendered as payment of the penalty prior to the 
marketing of cotton.—Whenever a producer pays the penalty 
on his excess cotton prior to the marketing of such cotton, he 
must pay such penalty to the association treasurer. 


B. Form Cotton-219.—Receipt for Penalty Remitted or Money 
Deposited To Secure Payment of Penalty: 


1. Purpose.—For each payment received in connection with 
funds tendered in payment of the penalty or funds deposited to 
secure payment of the penalty, a properly executed receipt on 
form Cotton-219 must be issued to the person making payment. 
Receipt form Cotton—219 will be prepared in duplicate and the 
original thereof must be given to the person making payment. 
Each receipt form Cotton-219 has a serial number in the upper 
right-hand corner. The State committee maintains a record of 
the serial numbers of the receipt forms furnished to the treasurer 
and the treasurer is held strictly accountable for all receipt forms 
furnished to him. The receipt forms will be in pad form, bound 
in such a manner that one yellow carbon copy will be made of 
each receipt issued. 

9. Preparation of form Cotton-219.— 

(a) When form Cotton-219 is used as a receipt for funds 
tendered to be held in escrow to secure payment of the penalty 
form Cotton-219 shall be prepared in accordance with section 
212, subsection (b), page 27, Cotton 208-NCR, entitled “Instruc- 
tions Pertaining to Cotton Marketing Quotas for the 1988-193 
Marketing Year.” : 

(b) When form Cotton-219 is used as a receipt for funds paid 
for penalty for cotton marketed, such form shall be prepared in 
accordance with section 221, subsection (b), 3, page 50, Cotton 
208-NCR. 


C. Form Cotton-219A.—Receipt for Penalty Remitted by Pro- 
ducer Prior to the Marketing of Cotton: 


1. Purpose.—For each payment received of funds tendered as 
payment of the penalty by a producer prior to the marketing of 
cotton, a properly executed receipt on form Cotton-219A will be 
prepared in triplicate and the original and one copy thereof must 
be given to the person making payment. Each receipt form 
Cotton—219A has a serial number in the upper right-hand corner. 
The treasurer will be held strictly accountable for all receipt 
forms issued to him. 
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2. Preparation of form Cotton-219A.—(a) This form shall 
be prepared in accordance with instructions included in section 
221, subsection (e), page 53, Cotton 208-NCR. 


D. Cotton Special Deposit Trust Account.—There shall be 
established with a bank designated by the county committee a special 
deposit account designated on the records of the bank as “Cotton 
Special Deposit Trust Account, County Agricultural Conservation 
Pre-oOglation;, 4 , Treasurer.” The bank designated by the 
county committee as a depository must be covered by deposit insur- 
ance with the Federal Deposit Insurance Corporation. The funds 
deposited in the special deposit account shall be kept separate and 
apart from funds belonging to the bank or to any other account of 
the county agricultural conservation association or the county com- 
mittee. At no time shall the balance in any such account exceed the 
sum of five thousand dollars, and where necessary the county com- 
mittee shall designate one or more banks in addition to the first 
designated in which shall be deposited the excess sums. 

All funds received by the Treasurer of the county committee in pay- 
ment of or to secure the payment of penalties shall be deposited 
promptly in the special deposit account. All funds deposited in such 
account shall be evidenced in accordance with the customary proce- 
dure of the depository bank in the case of such special deposit account, 
which funds do not become a part of the assets of the bank and are not 
to be commingled with other assets, and such evidence and all state- 
ments of account and canceled checks which are drawn against such 
account shall be kept as permanent records by the treasurer of the 
county committee. Any funds deposited in the special deposit ac- 
count shall be withdrawn or disbursed only by consecutively num- 
bered checks drawn by the Treasurer of the county committee. A 
record of the issuance of each check shall be kept on the stubs or 
counterfoils of the check book. 

EK. Refund of Penalties and Funds Held in Escrow.—In cases 
where the county committee and association treasurer determine in 
accordance with section 222 of Cotton 208-NCR that a refund of pen- 
alty or of a sum deposited with the association treasurer to secure 
payment of penalty is due a producer and approve form Cotton-217 
filed by such producer, the treasurer of the county committee shall 
issue a check drawn payable to the account of such producer for the 
amount shown opposite his name in column 9 of Cotton-257. The 
treasurer of the county committee shall deliver checks to the proper 
payees and obtain receipts therefor on form Cotton—-258, prepared in 
accordance with section 222 (c), page 57, of form Cotton 208-NCR. 

F. Bank Charges for Special Deposit Account.—A11 charges by 
the depository banks for the services of the account shall be paid from 
administrative expense funds of the county association in accordance 
with existent procedure. 

G. Procedure When Treasurer Is Succeeded in Office by New 
Treasurer.—Whenever a treasurer of the county committee is suc- 

‘ceeded in office any funds received by his successor shall be deposited 
in a new special deposit account to be designated “Cotton Special 
Deposit Trust Account No. 2.” The State committee shall designate 
a person to audit the account of the former treasurer, and no with- 
drawal or disbursement shall be made from the special deposit account 
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of the former treasurer until such audit is completed. When the 
audit of the special deposit account shows the records of the former 
treasurer to be complete and satisfactory the special deposit account 
used by the former treasurer shall be closed by transferring the bal- 
ance thereof into the account established by his successor, who shall 
thereupon assume charge of the records of the former treasurer. 

H. Additional Duties of Treasurer of County Committee With 
Respect to Cotton Marketing Quotas.—In addition to the duties 
described in this Part XIII the treasurer of the county conimittee will 
be responsible for performing all duties assigned to the office of asso- 
ciation treasurer with respect to cotton marketing quotas as set forth 
in Cotton 208-NCR, “Instructions Pertaining to Cotton Marketing 
Quotas for the 1938-1939 Marketing Year—North Central Region,” 
and in amendments thereto hereafter issued. The treasurer should 
thoroughly familiarize himself with all such duties and instructions. — 


PART XIV. PROCEDURE FOR HANDLING PREMIUMS PAID UNDER THE 
CROP INSURANCE PROGRAM, AND PENALTIES UNDER TOBACCO 
MARKETING QUOTAS 


A. Crop Insurance Premiums.—The association treasurer shall 
not recelve any payments either in cash, checks, drafts, or money 
orders for or in connection with the payment of Crop Insurance prem- 
iums. The regulations pertaining to crop insurance provide that it 
is the duty of the Crop Insurance Supervisor to receive all monies 
tendered as payment for insurance premiums. Crop Insurance funds 
shall not be commingled in any way with funds of the county asso- 
ciation. 

B. Penalties Under Tobacco Marketing Quotas.—The associa- 
tion treasurer shall not receive any payments of penalties in connec- 
tion with the marketing of tobacco in excess of tobacco marketing 
quotas.’ The regulations pertaining to tobacco marketing quotas set 
-forth the manner of handling monies representing penalties under 
tobacco marketing quotas. 


U.S. GOVERNMENT PRINTING OFFICE: 1938 


a 


= 
. 
% 
A 
7 =%, 
> A 
a a ee 
i / 
en 
fo 
tes Z 
“ue X 
* 
4 
Ps 
- 
+ 
v 


r - 9fs — 
r 
c ? - 
° 
* 
* 


. a 
Ff 
ip 
* 
3 
.: 
> 
é 
-~ 
¢ 
ei 
1 


- 
ete 
; i 
? 
s 
ips 
{ 
4 
’ 
~~ 
‘ a 


4 yu " fm 


Tene 


4 ty oe 
akg 


or i ry eit rYi -* r, 
(yee 


} 
t 
a 


be 
“es 
LI 
Poel 
_- 
ae 
= 


Missing: 205-207 


el Lome ae 
tp ee iT? it sv x 
J a 
ina " he | 
i) eis ee ; 
ah. “eee vy 
1 ahs es 
‘ eat J - i iy 
¥ “ Mu 
ey pe ' | 
Wis) : b pA ¥ at 
a Wee ; 


h CiSecGk os wrileety 


